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PREFACE 

This  report  deals  with  the  time  spent  in  the  various  activities  connected  with  the 
enumeration  of  the  1960  Censuses  of  Population  and  Housing  and  is  intended  primarily  for 
persons  who  are  evaluating  the  enumeration  procedures  of  these  censuses  and  for  those  who 
are  planning  other  censuses  and  surveys.  For  these  users,  findings  of  the  survey,  known 
as  the  Special  Records  Program,  are  given  at  the  beginning  of  each  chapter,  followed  by  a 
description  of  the  procedures  used  to  obtain  them.  The  material  in  this  report  may  also  be 
useful  to  any  organization  having  a  large  field  activity.  In  addition,  the  report  may  be  of 
interest  to  those  who  are  primarily  concerned  with  the  methodology  used  in  the  conduct  of 
this  survey.  The  appendixes  present  reproductions  of  all  forms,  manuals,  training  materials, 
and  data-processing  instructions  used  in  the  program. 

A  fairly  comprehensive  set  of  tables  is  included  in  this  publication,  but  there  are  other 
data  available  from  the  survey  which  might  be  tabulated.  Since  the  Methods  Research  Branch 
of  the  Field  Division  has  detailed  information  from  this  program  regarding  stage  I  of  the 
enumeration,  in  the  form  of  computer  tapes,  and  the  equivalent  summary  data  for  other  parts 
of  the  program,  additional  results  could  be  obtained  at  relatively  little  cost.  Individuals  or 
organizations  who  wish  to  explore  the  possibility  of  obtaining  additional  tabulations  should 
write  to  the  Methods  Research  Branch,  Field  Division,  Bureau  of  the  Census,  Washington 
25,  D.  C. 
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UNITED  STATES  CENSUSES  OF  POPULATION  AND  HOUSING,  1960: 

ENUMERATION  TIME  AND  COST  STUDY 

CHAPTER  I.    INTRODUCTION 


A  special  survey  referred  to  as  the  Special  Records 
Program  was  conducted  by  the  Bureau  of  the  Census  to 
obtain  detailed  data  about  the  time  required  for  the  various 
aspects  of  the  enumeration  field  work  in  the  1960  Censuses 
of  Population  and  Housing.  All  of  the  survey  findings  were 
obtained  by  sampling  methods,  and  most  of  them  were 
obtained  by  observers  who  accompanied  a  sample  of 
enumerators  (census  takers)  and  crew  leaders  (first- 
line  supervisors)  and  recorded  the  nature  of  and  the  time 
required  for  their  activities. 

The  major  purposes  of  the  Special  Records  Program 
were  to— 

1.  Obtain  detailed  information  on  the  unit  times  re- 
quired for  the  census  enumeration— time  for  interview, 
time  between  housing  units,  time  required  for  callbacks, 
etc.  — for  use  not  only  in  budgeting  more  precisely  for 
the  next  major  census  but  in  planning  special  censuses 
and    surveys    in   the   years   between   major   censuses. 

2.  Determine  the  hourly  earnings  of  piece-rate  emib 
merators  in  different  kinds  of  areas  as  a  basis  for 
establishing  piece  rates  for  future  censuses  and  surveys. 
The  payroll  procedure  in  1960  provided  no  way  of 
recording  how  many  hours  were  worked  by  piece-rate 
enumerators. 

3.  Provide  some  information  on  enumerator  earnings 
by  personal  characteristics,  to  aid  in  future  enumerator 
selections. 

4.  Provide  data  on  enumerator  work  habits  and  enu- 
meration progress  which  could  lead  to  improvements  in 
planning  procedures  and  in  preparing  instructions  for 
the  next  census. 

5.  Determine  the  effectiveness  of  telephone  enumera- 
tion and  the  amount  of  personal  visit  required. 

6.  Ascertain  the  extent  of  the  enumerators'  dif- 
ficulties in  finding  people  at  home  or  in  having  exces- 
sive travel  between  housing  units. 

7.  Determine  rates  of  completion  of  questionnaires 
by  time  of  day  at  which  the  enumerator  called,  for  use 
in  planning  current  surveys  and  revising  instructions 
for  future  censuses. 

8.  Measure  public  cooperation  in  having  completed 
forms  available  for  the  enumerator  and  in  returning 
forms  by  mail. 

9.  Find  out  how  post  office  delivery  of  a  form  to  be 
completed  by  the  respondent  and  held  for  the  enumerator 
affected  enumeration  time. 

10.  Determine  how  crew  leaders  and  field  reviewers 
spent  their  time,  as  the  first  step  in  deciding  how  they 
could   be   utilized   more    effectively,  when  they  should 


begin  work,  what  their  duties  should  be,  and,  in  the  case 
of  field  reviewers,  whether  they  are  needed  at  all. 
(Field  reviewers  assisted  crew  leaders  in  the  quality 
control  inspection  of  the  enumerators'  work.) 

11.  Study  the  operations  in  the  census  field  offices, 
as  an  aid  in  preparing  revisions  in  instructions,  staffing, 
and  controls  for  the  next  census. 

The  results  of  the  program  were  also  used  during  the 
1960  census  itself  to  provide  the  executive  staff  of  the 
Bureau  of  the  Census  with  daily  estimates  of  enumerator 
earnings,  average  number  of  housing  units  enumerated 
per  day  by  enumerators,  and  the  average  number  of  hours 
worked  by  enumerators. 

Some  idea  of  the  potential  value  of  the  study  of  the 
enumeration  process  can  be  obtained  by  reflecting  on  the 
magnitude  of  the  field  work.  About  160,000  enumerators 
in  approximately  400  temporary  District  Offices  were 
employed  to  take  the  censuses.  They  were  supervised  by 
about  10,000  crew  leaders,  assisted  by  an  equal  number 
of  field  reviewers.  The  office  force  ran  to  about  2,000 
people,  not  counting  enumerators  who  were  brought  in  to 
perform  quality  control  work  and  other  office  operations. 
The   total   cost   of  the  field  work  was  about  $60  million. 

The  field  work  on  the  decennial  census  was  done  almost 
entirely  by  temporary  personnel  who  were  given  a  few 
days  of  training  before  they  assumed  their  duties.  Office 
personnel  and  crew  leaders  were  paid  hourly  rates  but 
enumerators  were  paid  piece  rates,  based  principally  on 
the  number  of  persons  and  number  of  housing  units  enu- 
merated. The  total  sum  a  piece-rate  enumerator  received, 
therefore,  depended  primarily  on  the  size  of  his  assign- 
ment. His  hourly  earnings  depended  partly  on  the  speed 
with  which  he  worked  and  partly  on  the  conditions  he  found 
in  his  area,  such  as  the  number  of  households  where  no  one  . 
was  at  home  on  the  first  visit  so  that  callbacks  had  to  be 
made,  the  distance  between  households,  etc. 

The  survey  findings  on  cost  of  the  enumeration  are 
limited  to  the  hourly  earnings  of  piece-rate  enumerators. 
Overall  costs  of  major  field  activities  and  costs  per  person 
enumerated  in  the  different  types  of  areas  are  not  within 
the  scope  of  this  study.  They  will  be  found  in  a  forthcoming 
publication,  Eighteenth  Decennial  Census:  Procedural 
History. 

Most  of  the  data  for  the  Special  Records  Program  were 
obtained  by  having  a  temporary  employee  called  a  Records 
Clerk  accompany  randomly  selected  enumerators,  field 
reviewers,  or  crew  leaders  and  record  what  they  did  and 
how  long  it  took.  In  each  of  the  District  Offices  in  the 
Special  Records  Program  sample,  a  Records  Supervisor 
conducted  the  program  and  supervised  the  Records  Clerks. 


960  CENSUSES  OF  POPULATION  AND  HOUSING 


The  1%0  Special  Records  Program  was  confined  to 
District  Offices  in  which  the  Censuses  were  conducted  in 
two  stages.  The  first  stage  of  Che  census  was  a  compk 
canvass  for  data  collected  on  a  100-percent  basis.  Ad- 
ditional data  collected  for  a  sample  of  households  and 
housing  units  were  obtained  by  these  District  Offices  in  a 
second,  separate,  stage  of  the  census.  About  80  percent 
of  the  population  was  enumerated  this  way.  The  remaining 
20  percent  were  generally  in  areas  of  low  population 
density,  such  as  much  of  the  far  west,  and  were  enu- 
merated in  a  one- stage  approach. 

In  the  sampling  and  the  processing  for  the  Special 
Records  Program,  three  kinds  of  areas  were  considered: 
urban-block,  urban- nonblock,  rural.  Urban-block  areas 
included  all  cities  which  had  50,000  or  more  inhabitants 
in  1950  and  some  smaller  cities  which  contracted  with  the 
Bureau  for  data  to  be  tabulated  and  published  by  city  block. 
Thev  were  enumerated  on  a  60PH-2  schedule  which  varied 
slightly  in  content  from  the  60PH-1  schedule  used  in  all 
other  areas.  Urban- nonblock  areas  were  other  smaller 
cities  and  towns.  Rural  areas  consisted  of  all  other  places 
in  two- stage  enumeration  areas.  In  both  the  urban- block 
areas  and  urban-nonblock  areas,  enumerators  were  paid  on 
a  straight  piece-rate  basis  except  for  some  special  enu- 
meration districts  (ED's)  for  which  pay  was  on  an  hourly- 
rate  basis  and  for  which  mileage  pay  was  authorized.  In 
rural  areas,  enumerators  were  generally  paid  on  a  piece- 
rate  basis  and  also  were  allowed  pay  for  mileage  and  time 
en  route.  (In  the  less  densely  populated  areas,  the  enu- 
merators were  selected  partly  on  the  basis  of  automobile 
ownership.) 

Obtaining  detailed  information  about  the  time  and  nature 
of  enumerator  activities  was  undoubtedly  the  most  im- 
portant function  of  the  Special  Records  Program.  The 
sample  was  designed  to  give  maximum  reliability  to  the 
estimates  of  average  hourly  earnings  of  piece-rate  enu- 
merators. This  was  considered  to  be  an  important  subject 
for  which  data  would  not  be  available  elsewhere.  How- 
ever, it  was  expected  that  other  measures  would  be  highly 
correlated  with  enumerator  earnings. 

A  precedent  for  the  Special  Records  Program  was  estab- 
lished in  1950,  when  a  similar  time  study  was  made  in  40 
of  the  Disti'ict  Offices  established  for  the  censuses.  The 
results  of  that  study  were  used  during  the  planning  of  I960 


censuses  to  distribute  costs  between  the  housing  census  and 
the  population  census,  to  establish  piece  rates,  and  to  set 
the    dates    on    which    crew    leaders    would  come  on  duty. 

Computation  of  variances  from  the  40-office  time  study 
in  1950,  covering  essentially  the  same  information,  showed 

that  the  optimum  number  of  offices  for  a  Special  Records 
Program  would  be  about  44.  That  is,  maximum  reliability 
for  a  given  cost  could  be  obtained  with  this  number  of 
offices.  However,  the  decision  was  made  to  depart  from 
this  optimum,  and  to  limit  the  number  of  participating 
District  Offices  to  25  during  the  1%0  censuses,  to 
minimize  any  possible  interference  of  this  program  with 
taking  the  censuses. 

In  general,  the  data  on  the  enumerators  are  considered 
to  be  quite  reliable,  with  the  exception  of  the  results  en 
field  review.  Observation  of  crew  leaders  before  enu- 
meration, when  the  crew  leaders  were  followed  for  the 
entire  job,  probably  produced  data  superior  to  that  from 
observation  of  the  crew  leaders  in  stage  1  and  stage  II, 
when  the  observer  accompanied  a  different  crew  lea. 
daily,  but  there  is  no  concern  about  the  validity  o\  am  of 
the  crew  leader  tables.  The  observation  h\  experienced 
Washington  staff  of  office  work  and  of  enumerator  follow- 
up  work  in  stage  II  is  also  felt  to  be  deserving  of  confidence. 
Tables  based  on  the  forms  maintained  by  field  review. 
on  the  other  hand,  are  considered  to  be  of  dubious  value. 
More  detailed  information  on  the  quality  of  the  data  is  given 
in  the  chapters  that  follow. 

This  report  presents  tables  which  could  be  used  by 
census  and  survey  planners  to  evaluate  the  feasibility  and 
cost  of  alternative  methods  and  to  help  in  escablishing 
appropriate  administrative  procedures,  staffing,  and  con- 
trols. 

Some  of  the  results  of  this  survey  which  are  applicable 
to  censuses  and  surveys  other  than  the  decennial  census 
have  already  been  used.  Cost  estimates  have  been  made 
for  a  number  of  surveys  and  special  censuses  by  using  the 
unit  times  available  from  this  survey,  particularly  time 
between  housing  units,  with  appropriate  adjustment  to 
reflect  the  particular  survey  conditions.  Data  dealing 
with  completion  rates  by  time  of  day  are  currently  being 
used  in  an  analysis  of  the  enumeration  process  in  current 
surveys  conducted  each  month  by  the  Bureau  of  the  Census. 


CHAPTER  II.    STAGE  I   ENUMERATION 


During  stage  I  of  the  enumeration,  the  stage  I  enumer- 
ator made  a  complete  canvass  of  the  housing  units  in  his 
enumerator  assignment  (EA).1  At  each  occupied  unit,  he 
obtained  information  on  5  characteristics  for  each  mem- 
ber of  the  household  — age,  sex,  marital  status,  color,  and 
relationship  to  head  of  household— and  for  10  character- 
istics of  the  housing  unit.  For  vacant  housing  units,  the 
same  housing  items  were  obtained  as  for  occupied  hous- 
ing units  except  that  vacancy  status  was  obtained  instead 
of  tenure  of  occupants.  The  enumerator  recorded  the 
information  by  filling  in  the  appropriate  small  blank 
circles  in  specified  sections  of  the  schedules,  called 
FOSDIC3  schedules,  which  had  been  specially  designed 
for  later  processing  of  the  data  on  electronic  equipment. 
He  also  obtained  and  entered  on  the  schedule  some  infor- 
mation to  identify  the  housing  unit  and  household  members- 
names,  address,  etc. 

If  the  household  had  filled  in  an  Advance  Census  Re- 
port form  which  it  had  received  in  the  mail  before  the 
census,  the  enumerator  transcribed  the  information  from 
that  form  to  the  enumeration  book;  if  not,  he  obtained 
the  responses  by  questioning  the  householder  and  entered 
the  information  directly  in  the  enumeration  book. 

At  one  out  of  every  four  housing  units,  he  left  a  house- 
hold questionnaire  containing  the  sample  questions  and 
requested  that  it  be  filled  out  and  mailed  to  the  local 
Census  District  Office.  He  left  an  individual  question- 
naire, containing  only  the  sample  population  questions, 
with   one   out   of   every   four   persons   in  group  quarters 


such  as  institutions  and  lodging  houses.  The  stage  1 
enumerator  also  initiated  and  partially  filled  a  sample 
FOSDIC  schedule  for  each  sample  household  and  vacant 
housing  unit  and  for  each  sample  person  in  group  quarters 
by  transcribing  the  information  from  the  100-percent 
FOSDIC  schedule. 

FINDINGS 

Within-Housing- Unit  Time 

Table  1  shows  how  enumerator  time  was  distributed 
among  activities  in  stage  I.  The  data  are  presented  in 
terms  of  minutes  per  housing  unit.3  Within-housing-unit 
time  amounted  to  8.1  minutes  per  housing  unit,  5.4  min- 
utes of  which  was  actual  interview  time.  Within-housing- 
unit  time  is  defined  as  the  time  between  the  knock  on 
door  at  the  unit  and  the  departure  time.  The  within- 
housing-unit  time  and  its  component  parts  in  this  table 
reflect  all  visits,  including  unsuccessful  ones,  closeout 
cases,  visits  to  vacant  units,  and  partial  transcription 
from  the  Advance  Census  Reports. 

Records  Clerks  were  instructed  to  record  times  to  the 
nearest  minute;  they  were  to  consider  that  a  new  minute 
was  reached  when  the  second  hand  of  the  watch  passed  12. 
The  table  at  foot  of  this  page  shows  no  evidence  of  a  loss  in 
precision  with  this  method— even  for  small  intervals  of 
time— compared  to  readings  to  hundredths  of  a  minute.  The 
data  shown  below  were  obtained  in  a  pretest  of  census 
procedures  in  1959  in  Hickory,  North  Carolina. 


lEach  EA  contained  one  or  more  enumeration  districts  (ED's). 
2So  called  because  they  were  used  with  FOSDIC  (Film  Optical  Sensing 
Device  for  Input  to  Computers)  equipment. 


3Although  table  1  does  not  show  it,  the  average  time  spent  in  a  group 
quarters  unit— i.e.,  an  institution,  barracks,  hospital,  boarding  house, 
etc.— was  30  minutes.  Reliable  figures  by  type  of  institution  are  not 
available  from  this  study. 


Time  in  minutes 

Item 

Local  timekeepers 

recording  to  the 

nearest  minute 

Management  analysts  from 
Washington  recording  to 
hundredths  of  a  minute 

Between-housing-unit  time,  urban.... 
Between-housing-unit  time,  rural.... 
Within-housing-unit  time,  sample 

4.38 

5.67 

8.36 

.46 

.95 

1.49 

4.92 

,54 

14.51 

.79 
1.08 
2.94 
9.31 

.39 

4.22 
5.38 

8.17 

.47 
.91 
.99 
5.21 
.59 

15.48 

.51 

1.17 

2.69 

10.38 

.73 

Within-housing-unit  time,  complete 
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No  attempt  was  made  in  the  test  to  isolate  the  time 
spent  making  entries  in  the  listing  book.  This  time  may 
be  included  partially  in  between-housing-unit  time  and 
partially  in  some  of  the  elements  of  within-housing-unit 
time. 

According  to  table  1,  the  within-housing-unit  time  in 
rural  areas  was  about  the  same  as  in  other  areas.  Ap- 
parently the  high  rural  vacancy  rate  tended  to  offset  the 
fact  that  rural  families  were  larger  and  required  more 
interview  time. 

Enumerators  spent  about  8  minutes  within  a  housing 
unit  when  it  was  fully  completed  by  interview.  The  time 
in  rural  units  was  slightly  in  excess  of  that  in  urban- 
block  and  urban- nonblock  areas  (table  2).  One  quarter 
of  the  enumerators  averaged  less  than  7  minutes  and 
another  quarter  took  10  minutes  or  more,  the  rest  fall- 
ing in  between. 

The  time  spent  in  a  household  varied  by  the  status  of 
the  Advance  Census  Report.  The  time  was  7.9  minutes 
when  the  Advance  Census  Report  was  completed,  8.2 
minutes  when  it  was  reported  as  not  received  or  not 
started  or  when  the  observer  failed  to  record  the  status 
of  the  Advance  Census  Report,  9.1  when  it  was  partially 
completed,  and  9.6  when  it  was  searched  for  but  not  lo- 
cated (table  3).  Some  of  the  differences  between  these 
values  are  significant  at  the  two-sigma  level.  The  time 
required  when  the  Advance  Census  Report  was  completed, 
for  example,  was  significantly  less  than  when  the  Advance 
Census  Report  was  partially  completed  or  when  it  was 
not  located.  And  the  time  required  when  the  Advance 
Census  Report  was  not  received  or  not  started  was  sig- 
nificantly less  than  when  the  respondent  hunted  for  the 
Advance  Census  Report  but  did  not  find  it. 

It  would  be  useful  to  know  if  the  Advance  Census  Re- 
port speeded  up  or  slowed  down  the  enumeration.  This 
could  be  determined  by  comparing  the  within-household 
time  when  the  Advance  Census  Report  was  used  with  the 
within-household  time  that  might  have  been  required  if 
an  Advance  Census  Report  had  not  been  used.  The  former 
is  already  known  from  this  census  and  is  8.1  minutes  per 
housing  unit  (from  table  2).  A  speculation  can  be  made 
about  the  latter  by  taking  the  8.2  minutes  in  table  3  (for 
the  case  in  which  the  Advance  Census  Report  was  re- 
ported as  not  received  or  not  started  or  when  the  status 
was  unknown)  and  assuming  that  a  tenth  of  a  minute  of 
this  time  was  spent  asking  about  the  Advance  Census 
Report.  The  result  being  identical  to  the  observed  within- 
household  time  with  an  Advance  Census  Report,  the  con- 
clusion would  be  that  the  Advance  Census  Report  had  no 
appreciable  effect  on  the  speed  of  enumeration. 

The  average  time  required  when  the  household  had  ap- 
parently taken  some  note  of  the  request  to  fill  in  the  Ad- 
vance Census  Report— i.e.,  when  the  form  had  been  com- 
pleted or  partially  completed  and  when  it  was  searched 
for  but  not  located  during  the  interview— was  8.0  minutes. 

Table  4  shows  how  interview  time  varied  with  the 
number  of  persons  in  a  household.  Interview  time  is 
defined  as  the  time  between  the  asking  of  the  first  cen- 
sus question  and  the  recording  of  the  answer  of  the  last 
one,  with  interruptions  excluded:  it  is  pure  interview 
time.  The  table  covers  only  visits  to  occupied  hous- 
ing units  in  which  an  interview  was  completed  and  for 
which  the  enumerator  had  no  Advance  Census  Re- 
port. 

Interview  time  for  a  one-person  household  was  4.0 
minutes.     In  general,  it  took  about  1  minute  to  enumerate 


each  additional  person  in  the  housing  unit  after  the  head 
of  the  household  had  been  enumerated  and  the  housing 
questions  answered.  The  mean  time  for  all  housing  units 
was  5.8  minutes. 

The  mean  interview  time  in  rural  areas  was  about  5 
percent  higher  than  that  in  the  other  areas,  certainly  re- 
flecting in  part  the  larger  size  of  rural  households.  Aside 
from  this,  there  was  no  striking  pattern  of  differences 
in  interview  time  by  kind  of  area. 

Between-Housing- Unit  Time 

One  of  the  main  purposes  of  the  program  was  to  meas- 
ure the  amount  of  time  enumerators  spend  going  from 
one  housing  unit  to  the  next.  Between-housing-unit  time 
is  the  interval  between  closing  the  door  at  one  unit  after 
an  interview  and  knocking  on  the  door  at  the  next.  The 
between-housing-unit  time  was  2.2  minutes  for  urban- 
block  areas,  2.4  minutes  for  urban- nonblock  areas,  and 
3.8  minutes  for  rural  areas  (table  1).  For  all  other  items 
listed  in  table  1,  there  is  a  remarkable  similarity  in  the 
results  by  kind  of  area.  In  fact,  for  each  of  these  items, 
the  time  value  for  urban- block,  urban- nonblock,  and  rural 
areas  is  within  a  tenth  of  a  minute  of  the  value  for  all 
areas. 

For  urban-block  enumerators,  average  between-hous- 
ing-unit time  per  visit  was  1.6  minutes  for  all  visits 
and  ranged  from  1.3  for  first  visits  to  2.4  for  third  and 
later  visits  (table  5).  In  urban- nonblock  areas,  the  time 
was  1.8  for  all  visits,  with  a  range  from  1.6  for  first 
visits  to  2.8  for  third  and  later  visits.  In  rural  areas, 
between-housing-unit  time  was  3.0  minutes,  with  first 
visits  at  2.8  minutes  and  third  and  later  visits  at  3.9. 
The  between-housing-unit  times  per  visit  shown  in  table 
5  are,  of  course,  less  than  the  between-housing-unit 
times  per  housing  unit  shown  in  table  1,  which  include 
time  for  all  visits  added  together. 

Enumerators  in  all  three  kinds  of  areas  were  clustered 
rather  tightly  about  the  mean  between-housing-unit  time. 
In  urban-block  and  urban- nonblock  areas,  about  nine- 
tenths  of  the  enumerators  had  an  average  between-hous- 
ing -unit  time  of  1.0  to  2.9  minutes.  In  rural  areas,  about 
three-fourths  of  the  enumerators  had  an  average  between- 
housing-unit  time  of  2.0  to  3.9  minutes. 

Only  3  percent  of  the  enumerators  had  to  spend  an 
average  of  4  minutes  or  more  traveling  between  housing 
units.  Even  in  rural  areas,  only  15  percent  of  the  enu- 
merators averaged  4  minutes  or  more  between  units. 
Less  than  half  of  a  percent  of  rural  enumerators  aver- 
aged more  than  6.9  minutes.  (It  must  be  remembered 
that  only  piece-rate  enumerators  in  two- stage  areas 
were  included  in  this  study,  and  that  these  were  the 
enumerators  who  were  in  relatively  high-density  areas 
and  were  not  expected  to  have  to  travel  far  between 
households.) 

These  results  suggest  that  it  might  not  be  worthwhile 
to  spend  the  time  or  money  which  would  be  required  to 
try  to  estimate  the  between-housing-unit  time  in  each 
enumeration  district  (ED)  so  as  to  improve  the  precision 
of  piece  rates  for  another  census.  Supporting  this  view- 
point are  some  results  implied  in  table  1,  where,  if  be- 
tween-housing-unit time  is  divided  by  total  time,  between- 
housing-unit  time  is  only  22  percent  of  total  time  over- 
all, 19  percent  in  urban- block  areas,  20  percent  in  urban- 
nonblock  areas,  and  28  percent  in  rural  areas. 

Enumerator  Earnings 

The  Special  Records  Program  proved  to  be  very  val- 
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uable  during  the  enumeration  when  numerous  complaints 
about  the  pay  of  enumerators  were  received  by  the  Bu- 
reau. It  appeared  at  the  time  that  many  enumerators 
claimed  to  be  working  10,  12,  and  15  hours  a  day  and 
making  a  dollar  an  hour  or  less.  Without  this  program, 
it  would  have  been  virtually  impossible  to  evaluate  these 
claims.  There  was  no  provision  for  having  piece-rate 
enumerators  keep  a  formal  record  of  their  time.  Even 
if  there  had  been,  the  validity  of  self- kept  records  of 
this  type  would  have  been  questionable. 

As  it  was,  the  Special  Records  Program  provided, 
from  a  natio  ial  sample,  daily  estimates  of  earnings  which 
had  a  moder  tte  degree  of  statistical  reliability  not  only 
for  all  piec,  -rate  enumerators  but  also  for  each  of  the 
three  types  of  area  in  which  piece-rate  enumerators 
worked.  These  early  estimates  had  two  disadvantages: 
they  were  biased  upward  because  callbacks  were  not 
adequately  reflected  at  the  beginning,  and  they  were  based 
on  unedited  records.  Nevertheless,  they  provided  the 
only  objective  picture  of  enumerator  earnings  and  indi- 
cated that  many  of  the  complaints  were  either  exaggerated 
or  were  for  atypical  assignments. 

It  is  true  that  enumerators  did  not  average  the  $1.60 
an  hour  which  was  expected.  Earnings  in  stage  I  aver- 
aged $1.41  an  hour,  with  little  difference  by  kind  of  area. 
Table  6  shows  that  three-fourths  of  the  enumerators 
earned  less  than  $1.60  an  hour.  Two  percent  earned 
less  than  $1.00  an  hour  and  5  percent  earned  $2.00  an 
hour  or  more. 

In  Taking  the  1960  Census:  A  Message  to  Job  Ap- 
plicants, the  statement  was  made  that  "In  two-stage 
areas  a  diligent  enumerator  should  complete  an  average 
first- stage  assignment  in  seven  to  nine  working  days 
and  earn  slightly  over  $100.00."  In  the  District  Office 
Manual  was  a  statement  that  "Most  enumerators  will  be 
paid  piece  price  rates  that  should  permit  earnings  of  $12 
to  $13  per  day."  Actual  earnings  would  have  averaged 
$11.28  per  day  if  all  the  enumerators  had  worked  an  8- 
hour  day. 

Some  of  the  enumerator  claims  of  low  earnings  were 
justified;  some  piece-rate  assignments  were  difficult 
ones  which  should  have  been  converted  to  an  hourly  rate. 
On  April  30,  a  memorandum  from  the  Director  of  the  Cen- 
sus instructed  District  and  Regional  Offices  to  identify  as- 
signments for  which  piece-rate  compensation  was  im- 
proper and  to  pay  hourly  rates  to  enumerators  in  those 
areas.  The  memorandum  included  possible  reasons  for 
this  action,  such  as  excessive  number  of  callbacks,  many 
commercial  buildings,  difficult  terrain,  no  local  candidate 
available,  many  one  and  two  person  households,  excessive 
walking   required,    and   literacy   and  language  problems. 

Table  7  shows  earnings  by  characteristics  of  the  EA  and 
of  the  enumerator.  The  proportion  of  enumerators  by  sex, 
test  score,  education,  age,  and  characteristics  of  the  EA 
is  also  shown  in  this  table.  There  was  a  pronounced 
difference  in  earnings  by  within-household  time.  This 
appears  to  be  primarily  a  measure  of  enumerator  speed, 
though  characteristics  of  the  EA's  could  also  affect 
average  within-household  time. 

The  table  shows  that  earnings  dropped  as  the  between- 
household  time  increased.  It  no  doubt  is  because  the 
distances  were  greater  in  some  cases,  though  it  may 
also  be  partly  because  some  of  the  enumerators  earn- 
ing a  low  rate  of  pay  were  traveling  slowly  between 
households    as    well    as    doing   everything    else    slowly. 


Area  of  the  EA  had  no  appreciable  effect  on  earnings 
unless  it  was  50  square  miles  or  more. 

Women  enumerators  earned  significantly  more  per 
hour  than  men.4  Apparently,  the  Bureau  was  more  suc- 
cessful in  employing  capable  women  as  enumerators 
than  capable  men.  Eighty-two  percent  of  the  enumerators 
were  women. 

Another  significant  difference  was  observed  in  earn- 
ings in  relation  to  qualification  test  score.  Enumerators 
who  had  a  score  of  20  or  higher  on  the  vocabulary  and 
reading-comprehension  test  and  a  score  of  10  or  more 
on  the  map- reading  test  averaged  $1.46  per  hour,  while 
those  who  passed  the  test  but  with  lower  scores  averaged 
only  $1.27. 

There  was  a  marked  relationship  between  education 
and  earnings  in  that  enumerators  who  had  not  gone  be- 
yond grammer  school  earned  only  $1.16  an  hour  com- 
pared to  earnings  of  $1.46  and  $1.39  an  hour  for  enu- 
merators with  some  high  school  and  some  college  edu- 
cation, respectively.  The  difference  between  the  last 
two  groups  was  not  significant.  Only  3  percent  of  the 
enumerators  were  limited  to  a  grammar  school  educa- 
tion. 

There  was  no  significant  difference  in  earnings  for 
persons  who  were  or  were  not  recruited  through  refer- 
ral sources. 

Younger  enumerators  earned  more  than  older  enu- 
merators. Those  under  40  years  of  age  averaged  $1.50 
an  hour,  and  the  average  decreased  as  age  increased. 
Enumerators   60   years   of  age   and   over  earned  $1.22. 

Enumeration  Progress  and  Enumerator  Work  Habits 

Table  8  shows  how  rapidly  the  stage  I  enumeration 
was  conducted.  Counting  March  31  as  the  first  day, 
about  one-third  of  the  housing  units  were  completed  by 
the  end  of  the  5th  enumeration  day  and  another  third  by 
the  end  of  the  9th  day.  Although  some  stage  I  work  ran 
well  beyond  April,  an  estimated  95  percent  of  the  job  was 
done  by  April  15,  the  14th  enumeration  day.  The  fact 
that  the  number  of  units  listed  exceeds  units  completed 
only  slightly  at  any  point  in  the  table  proves  that  in  gen- 
eral enumerators  were  cleaning  up  callbacks  as  in- 
structed rather  than  pushing  on  to  visit  new  units. 

Table  9  shows  that  enumerators  completed  32  housing 
units  per  day  on  the  average.  About  one- fifth  averaged 
less  than  25  housing  units  per  enumeration  day  and  an- 
other one- fifth  averaged  40  or  more. 

A  distribution  of  enumerators  by  length  of  average 
workday  is  shown  in  table  10.  The  workday  excluded 
field- review  activities  and  travel  to  and  from  home. 
Urban-block  enumerators  averaged  6.1  hours,  urban- 
nonblock  averaged  6.5,  and  rural  averaged  6.6.  Overall, 
enumerators  averaged  6.2  hours  per  day.  Only  10  per- 
cent averaged  8  or  more  hours  per  day. 

Table  11  shows  the  number  of  workdays  required  to 
complete  stage  I  enumerator  assignments.  Two-thirds  of 
them  were  completed  in  from  7  to  11  days,  and  about  one- 
quarter  took  12  days  or  more.  The  mean  number  of  days 
was  10.  (Days  devoted  entirely  to  field  review  or  tran- 
scription are  excluded.) 

Reasons  why  enumerators  were  not  working  on  potential 
workdays  are  given  in  table  12.    Counting  Saturdays,  but 

4A  difference  was  considered  significant  at  more  than  two  standard 
errors. 


1960  CENSUSES  OF  POPULATION  AND  HOUSING 


not  Sundays,  as  available  workdays,  enumerators  were 
absent  from  enumeration  only  12  percent  of  the  time. 
About  44  percent  of  the  absences  were  not  explained. 
About  a  fifth  of  the  nonenumeration  days  can  be  attrib- 
uted to  enumerators  resigning  and  replacements  not  being 
found  immediately. 

Table  13  indicates  the  length  of  time  enumerators 
worked  at  a  stretch.  The  "  sortie"  referred  to  in  the 
table  is  the  amount  of  time  the  enumerator  worked  with- 
out a  break  of  more  than  an  hour.  If  a  break  lasted  more 
than  an  hour,  a  new  sortie  was  begun.  The  table  shows 
that  half  of  the  enumerators  averaged  less  than  4  hours 
at  a  stretch.  And  part  of  the  time  was  personal  time.  One- 
sixth  of  the  enumerators  averaged  less  than  3  hours  each 
time  out.  At  the  other  end  of  the  distribution,  only  one- 
sixth  of  the  enumerators  averaged  6  hours  or  more  per 
sortie.  Rural  enumerators  in  general  worked  longer 
at  a  stretch  than  did  the  others;  about  30  percent  of  them 
averaged  6  hours  or  more. 

Table  14  was  prepared  to  show  how  close  the  enumera- 
tors lived  to  the  areas  in  which  they  worked.  More  than 
half  were  less  than  15  minutes  away  from  the  assignment 
area,  and  85  percent  were  less  than  25  minutes  away. 
In  urban- nonblock  areas,  two-thirds  of  the  enumerators 
were  within  15  minutes  of  their  EA.  The  mean  one-way 
travel  time  was  about  18  minutes  in  urban-block  and 
rural  areas,  15  minutes  in  urban- nonblock  areas,  and 
17  minutes  overall. 

The  time  of  day  at  which  enumerators  made  their 
visits  is  shown  in  table  15.  On  first  calls,  enumerators 
did  the  bulk  of  their  enumerating  at  the  poorest  hours. 
Seventy  percent  of  their  visits  were  made  between  10:00 
a.m.  and  4:00  p.m.,  when  the  probability  of  completing 
a  unit  was  at  its  lowest.  Only  9  percent  of  the  first  visits 
occurred  at  5:00  p.m.  and  after.  However,  only  30  per- 
cent of  the  callbacks  were  made  at  the  relatively  unpro- 
ductive hours  of  10:00  to  4:00,  and  48  percent  were  made 
at  5:00  p.m.  or  after. 

Completion  Rates 

Table  15  shows  rates  of  completion  of  questionnaires 
on  first  call  by  time  of  day.  Counted  as  completions  were 
questionnaires  which  were  completed  when  the  necessary 
information  had  been  obtained  from  occupants  on  first 
visit,  questionnaires  for  units  which  were  determined 
to  be  vacant  on  first  visit,  representing  6  percent  of  all 
units,  and  questionnaires  completed  by  the  closeout  pro- 
cedure on  first  visit,  representing  1  percent  of  the  units. 
The  closeout  procedure  ordinarily  consisted  of  obtaining 
information  from  neighbors,  building  superintendents, 
etc.,  after  the  enumerator  had  made  two  callbacks  and 
found  no  one  at  home,  but  it  was  used  on  the  first  visit 
when  a  household  was  found  to  be  away  on  a  lengthy  trip. 

Sampling  errors  are  rather  high  for  the  period  before 
8:00  a.m.  and  after  9:00  p.m.,  when  little  enumeration 
was  done.  In  the  intervening  period,  in  which  sampling 
errors  are  quite  low,  the  completion  rate  started  at  .74 
from  8:00  to  8:59  in  the  morning,  decreased  to  about  .70 
at  10:00  and  remained  there  until  4:00  in  the  afternoon. 
Then  the  rate  began  to  rise,  reaching  about  .80  at  5:00 
p.m.  and  remaining  there  until  9:00  p.m. 

There  were  differences  in  completion  rates  by  kind  of 
area,  ranging  from  .69  in  urban- block  areas  to  .76  in 
rural  areas.  The  pattern  of  completion  throughout  the 
day  was  similar  for  all  groups,  with  the  same  dip  ob- 
served  during   the  middle  of  the  day  and  the  same  peak 


occurring  during  the  evening  hours.  In  urban-block  and 
urban- nonblock  areas,  the  completions  included  vacant 
units  representing  5  percent  of  all  units;  in  rural  areas, 
the  vacant  units  represented  10  percent  of  all  units. 

Completion  rates  on  callbacks  by  time  of  day  were 
higher  than  on  first  call,  no  matter  what  time  of  day. 
This  phenomenon  is  regarded  with  suspicion,  and  the 
rates  are  not  shown  here,  because  it  is  directly  contrary 
to  experience  on  the  Current  Population  Survey.  How- 
ever, census  enumerators  used  the  "best  time  to  call" 
columns  of  the  listing  book  an  estimated  72  percent  of 
the  time,  and  there  are  some  reasons  why  completion 
rates  on  callback  could  be  higher  in  the  censuses  than 
in  the  Current  Population  Survey.    For  example: 

1.  It  was  easy  for  a  census  enumerator  to  call  back 
at  units  at  a  time  when  he  was  told  that  the  people  would 
be  home  because  he  was  in  a  compact  enumeration 
district.  Current  Population  Survey  segments  are 
scattered  over  a  county  or  group  of  counties. 

2.  Census  enumerators  used  a  closeout  procedure 
which  permitted  them  to  complete  units  at  which  no 
one  was  home  after  three  visits.  In  the  Current  Popu- 
lation Survey,  such  units  would  have  to  remain  un- 
completed. 

On  the  other  hand,  the  census  completion  rates  on  call- 
backs could  be  artifically  inflated,  because— 

1.  On  callbacks,  if  the  enumerator  failed  to  knock  at 
the  door  of  units  which  were  dark,  which  had  no  car  in 
front,  or  at  which  neighbors  said  no  one  was  at  home, 
these  unsuccessful  attempts  did  not  get  into  the  record. 
The  Bureau's  management  analysts  say  that  enumera- 
tors did  skip  callback  units  at  which  neighbors  reported 
no  one  home.  This  was  less  likely  to  happen  on  first 
visits,  where  some  information  was  needed  at  each 
unit  to  make  the  listing  book  entries. 

2.  On  the  way  home,  or  with  a  slight  detour,  the 
enumerator  could  drive  past  units  which  required  call- 
backs and  stop  at  those  which  had  a  light  or  a  car  in 
front.  Thus,  the  successful  callbacks  got  into  the  rec- 
ord as  such,  while  places  which  the  enumerator  passed 
by  did  not  show  up  as  unsuccessful  visits. 

Table  16  shows  completion  rates  on  first  calls.  The 
results  indicate  that  a  completion  rate  below  .50  was  a 
rare  event  (1  percent  of  the  enumerators),  in  spite  of  the 
fact  that  enumerators  made  their  first  visits  at  the 
poorest  time  of  the  day  (96  percent  before  6:00  p.m.). 
And,  only  4  percent  of  the  enumerators  had  a  completion 
rate  of  less  than  60  percent  on  first  call.  Most  of  these 
were  in  urban-block  areas,  where  7  percent  of  the  enu- 
merators had  a  completion  rate  of  below  60  percent.  In 
urban- nonblock  areas,  about  three-quarters  of  the  enu- 
merators completed  70  percent  or  more  of  the  units  on 
first  call.  In  rural  areas,  seven-eighths  of  the  enumera- 
tors had  completion  rates  on  first  call  of  70  percent  or 
above. 

The  status  of  the  Advance  Census  Report  on  arrival  of 
the  enumerator  is  given  in  table  17.  The  proportion  of 
occupied  housing  units  presenting  a  completed  Advance 
Census  Report  was  53  percent  in  urban-block  areas,  70 
percent  in  urban- nonblock  areas,  and  62  percent  in  rural 
areas.  Overall,  59  percent  of  occupied  housing  units  gave 
the    enumerator    a    completed   Advance   Census   Report. 
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Table  18,  which  shows  how  housing  units  were  com- 
pleted, indicates  that  82  percent  of  the  units  were  com- 
pleted by  a  personal  interview  in  the  housing  unit.  Six 
percent  were  completed  by  the  enumerator  at  home  or 
outside  the  housing  unit  after  he  had  picked  up  the  Advance 
Census  Report  and  found  it  to  be  complete.  Seven  percent 
were  vacant  and  three  percent  were  reported  to  be  com- 
pleted by  the  closeout  procedure.  The  differences  be- 
tween urban- block,  urban- nonblock,  and  rural  areas  were 
minor  for  the  most  part.  However,  the  proportion  com- 
pleted by  closeout  procedure  in  urban-block  areas  was 
double  that  in  the  other  areas,  and  the  vacancy  rate  was 
higher  in  rural  areas  than  in  urban  areas. 

The  number  of  visits  made  to  housing  units  is  shown 
in  table  19.  Results  are  given  for  both  occupied  units  and 
all  units,  but  there  is  little  difference  in  the  two.  With 
vacant  units  excluded,  the  proportion  of  units  visited  one 
time  only  was  .69  in  urban-block  areas,  .73  in  urban- 
nonblock  areas,  and  .76  in  rural  areas. 

Completed  interviews  were  not  necessarily  obtained 
at  these  units.  Almost  all  of  the  housing  units  were  dis- 
posed of  in  either  one  or  two  visits:  93  percent  in  urban- 
block  areas,  and  96  percent  in  urban- nonblock  and  rural 
areas. 

Table  20  shows  the  proportion  of  housing  units  com- 
pleted on  first  visit  by  type  of  area  and  number  of  per- 
sons in  units.  The  proportion  completed  was  lowest  in 
urban-block  areas  and  highest  in  rural  areas.  In  all, 
enumeration  of  71  percent  of  occupied  units  was  com- 
pleted on  first  visit.  Of  this  total,  65  percent  were  com- 
pleted by  the  enumerator  before  he  left  the  housing  unit, 
5  percent  were  completed  by  the  enumerator  at  home  from 
Advance  Census  Reports  that  he  picked  up  at  housing 
units,  and  1  percent  were  completed  by  closeout  proce- 
dure. 

The  rate  of  completion  rises  steadily  from  .61  in  one- 
person  units  to  .84  in  units  with  seven  people  or  more. 
This  confirms  the  obvious  hypothesis  that  the  more  per- 
sons in  a  housing  unit,  the  greater  the  chance  of  finding 
someone  at  home. 

Field  Review 

Field  review  was  the  name  given  to  the  quality  control 
inspection  of  an  enumerator's  work  in  the  field  by  the 
crew  leader  or  the  field  reviewer  (who  was  an  enumera- 
tor selected  by  the  crew  leader  to  assist  him  in  this 
work).  Data  obtained  from  the  field- review  section  on 
the  back  of  the  enumerator  observation  form  were  of 
very  poor  quality.  One  major  problem  was  that  the  Rec- 
ords Clerk  was  not  always  present  at  the  field  review. 
If  a  field  review  was  conducted  during  enumeration,  the 
Records  Clerk  was  along  and  recorded  the  time  required 
for  the  review.  Otherwise,  there  was  a  good  chance  that 
the  Records  Clerk  was  not  notified  that  a  field  review 
was  to  take  place.  The  instructions  were  deficient  in 
this  respect,  not  specifying  that  the  Records  Clerk  had 
to  be  on  hand  for  every  field  review. 

Another  source  of  difficulty  was  the  manner  in  which 
the  field  reviews  were  apparently  conducted.  It  was 
expected  that  the  review  would  be  conducted  before  cor- 
rections were  made,  and  would  concentrate  on  locating 
errors.  If  corrections  were  necessary,  they  were  to  be 
made  by  the  enumerator  after  the  review,  presumably 
while  the  reviewer  worked  with  someone  else.  The  form 
was  designed  with  this  procedure  in  mind.  In  practice, 
however,  the  review  and  the  corrections  seem  frequently 


to  have  been  done  simultaneously.  It  was  not  unusual  to 
find  that  the  Record  Clerk  reported  no  time  for  the  re- 
view, but  a  large  block  of  time  for  corrections. 

Although  the  Records  Clerk  was  instructed  to  account 
for  all  time  at  the  field-review  location,  missing  times 
and  overlapping  times  were  common.  In  addition,  there 
sometimes  was  no  record  of  the  reviewer's  instructing 
the  enumerator  in  transcription  or  in  computing  his  pay- 
roll. 

Tables  21  and  22  show  how  far  enumerators  had  to 
travel  and  how  much  time  they  spent  getting  to  field  review. 
The  tables  suggest  that  crew  leaders  and  field  reviewers 
frequently  went  to  the  enumerators  rather  than  having 
enumerators  travel  great  distances  for  field  review. 
(There  were  no  instructions  regarding  this.)  About  half 
of  the  enumerators  traveled  no  miles  at  ■  all  for  field 
review.  An  additional  30  percent  did  some  traveling  but 
averaged  less  than  five  miles  per  round  trip.  Distances 
varied  rather  widely  by  kind  of  area.  For  example,  an  esti- 
mated 9 1  percent  of  urban-  block  enumerators  averaged  less 
than  5  miles  of  travel  for  field  review,  while  in  urban- 
nonblock  and  rural  areas  the  figures  were  82  percent 
and  62  percent.  In  rural  areas,  18  percent  of  enumera- 
tors  averaged    10   miles    or   more   of  round  trip  travel. 

About  a  third  of  the  enumerators  averaged  10  minutes 
or  less  going  to  and  from  each  field  review,  another  third 
took  from  11  to  25  minutes,  and  the  remainder  required 
more  than  25  minutes  for  the  round  trip.  More  travel 
time  was  required,  of  course,  in  rural  areas;  in  such 
places,  6  percent  of  the  enumerators  spent  more  than  an 
hour  traveling  back  and  forth  to  field  review. 

The  average  time  spent  per  enumerator  on  field-review 
activities  is  shown  in  table  23.  An  estimated  311  minutes 
were  spent  on  field  reviews,  of  which  about  half  was  used 
on  final  review.  First  review  was  reported  as  taking  111 
minutes,  second  review  34,  third  review  7,  and  final  re- 
view 159.  (The  actual  review  times  for  second  and  third 
review  were  substantially  more  but  appear  small  in  this 
table  because  the  base  used  is  all  enumerators  rather 
than  enumerators  receiving  second  or  third  reviews.)  Be- 
cause of  the  apparent  misunderstanding  of  the  term  "cor- 
recting books"  on  the  report  form,  it  was  not  possible  to 
separate  the  time  for  actual  review  and  the  time  that  the 
enumerator  spent  making  corrections  in  his  books  as  a 
result  of  the  review.. 

Of  the  311  minutes,  50  minutes  were  spent  traveling  to 
and  from  field  review,  231  minutes  at  or  waiting  for  field 
review,  and  30  minutes  for  payroll  computation.  Each 
enumerator  received  a  fee  of  $4.00  per  assignment  for 
field  review.  (Neither  this  fee  nor  the  time  required  for' 
field  review  was  included  in  the  computation  of  earnings.) 

SAMPLING  METHOD 

After  the  decision  was  made  to  limit  the  number  of 
District  Offices  in  the  program  to  25,  the  sample  was 
designed  to  yield  the  same  sampling  variability  for  each 
of  the  three  kinds  of  area— urban-block,  urban-nonblock, 
and  rural. 

Variance  computations  based  on  a  sample  of  the  records 
available  from  1950  gave  estimates  of  the  coefficient 
of  variation  that  could  be  expected  for  each  kind  of  area 
(block,  nonblock,  and  rural)  when  the  number  of  enumera- 
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tors  in  sample  was  allowed  to  vary, 
summarized  below: 


These  results  are 


Number  of  enumerators 
in  sample 

480 
360 
300 
240 


Coefficient  of  variation 

.043 
.045 
.047 
.050 


The  sample  was  finally  limited  to  250  enumerators  in 
each  stage  of  the  census  for  reasons  of  economy.  The 
coefficient  of  variation  for  the  earnings  of  all  three  kinds 
of  area  combined  was  estimated  to  be  .030.  This  meant 
that  one  standard  error  for  all  enumerators  on  earnings 
of  $1.60  an  hour  was  expected  to  be  about  50.  The  error 
for  any  one  of  the  three  kinds  of  area  for  the  same  earn- 
ings was  expected  to  be  about  8£. 

Sample  Selection 

To  stratify  District  Offices  effectively,  knowledge  of 
the  number  of  enumerators  of  each  class  in  each  Dis- 
trict Office  was  needed,  but  this  information  was  not 
available  anywhere  at  the  time  when  sample  offices  had 
to  be  selected.  Consequently,  a  cruder  stratification  was 
used: 

Group  A— Offices  using  only  the  60PH-2  schedule,  in 
large  cities  for  which  data  were  to  be  published  by  city 
block 

Group  B— Offices  using  only  the  60PH-1  schedule, 
which  was  used  in  all  areas  except  large  cities 

Group  C— Offices  using  both  schedules 

The  following  table  shows  how  many  District  Offices  there 
were  in  each  of  the  above  groups  and  how  many  were  se- 
lected for  the  Special  Records  Program  sample  in  order 
to  make  the  coefficient  of  variation  the  same  throughout 
the  sample: 


Group 

Total  number 

of  two-stage 

offices 

Number  of 
sample 
offices 

Basic  weight 
(total  offices/ 
sample  offices) 

A 

B 

C 

26 

97 

167 

6 

9 
10 

4.333 
10.778 
16.700 

Total 

290 

25 

Having  drawn  the  25  sample  District  Offices,  the  next 
step  was  to  obtain  a  list  of  the  urban-block,  urban-non- 
block,  and  rural  EA's  in  each  sample  office.  A  sample 
of  250  EA's  was  selected  by  stratifying  EA' s  into  the  three 
types  and  taking  a  systematic  sample  of  EA's  from  each 
stratum.  Advance  information  about  the  use  of  the  two 
schedules  was  not  always  correct,  which  increased  the 
sampling  variability  of  the  enumerator  results. 

Sampling  Weights 

During  the  processing,  data  for  each  enumerator  had 
to  be  weighted  to  take  into  account  the  fact  that  sample 
enumerators  were  representing  other  enumerators  not  in 
sample.  Weights  reflected  the  sampling  of  District  Of- 
fices and  the  sampling  of  enumerators  within  District 
Offices.  Specifically,  each  sampling  weight  is  the  prod- 
uct of  two  ratios: 


1.  The  ratio  of  estimated  population  in  all  offices  in 
a  stratum  to  estimated  population  in  sample  offices  in 
a  stratum 

2.  The  ratio  of  housing  units  in  a  sample  office  to 
housing  units  selected 

For  example,  the  weight  for  urban- block  enumerators 
in  stage  I  in  Altoona  is: 

90,950,000      23,000      ,IOO 


6,374,000 


759 


where  90,950,000  is  the  pre-census  estimate  of  the  popu- 
lation in  those  offices  using  both  60PH-1  and  60PH-2 
schedules,  6,374,000  is  the  pre-census  estimate  of  the 
population  in  sample  offices  selected  from  this  stratum, 
23,000  is  the  number  of  housing  units  in  urban-block  EA's 
in  Altoona,  and  759  is  the  number  of  housing  units  in 
sample  urban- block  EA's  in  Altoona. 

Sampling  Variability 

The  method  described  below  was  used  to  estimate 
sampling  variability. 

In  each  of  the  h  strata,  m,  sample  offices  were  se- 
lected systematically  from  the  total  of  M,  offices.  With- 
in  each   of  the   i    sample  offices  in  the  hth  stratum,  n,  . 

sample  housing  units  of  a  particular  type  (urban- block, 
urban- no nblock,  or  rural)  were  selected  from  all  N,  .  hous- 
ing units  of  that  type,  by  selecting  a  systematic  sample 
of  enumerators. 

A  ratio  r  (for  example,  earnings  per  hour  or  time  per 
housing  unit)  was  estimated  as  follows: 
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where  x,  .andy,  .  are  aggregates  for  the  n,  .  housing   units 
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in  sample   from  the  hith  office. 

To  estimate  the  relvariance  of  r,  totals  for  each  office 
were  weighted  to  universe  level  and  the  sample  was  con- 

sidered  to  be  a  simple  random  sample  of  size 
Specifically,  we  set 
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h     =    number  of  housing  units  in  the  hth  stratum, 
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and     .      H,      =    number  of  housing  units  in  all  strata. 
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Then  the  formula  used  to  approximate  the  relvariance 
was 
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The  form  used  by  the  Records  Clerk  to  record  de- 
tailed enumeration  information  was  the  F-401,  Record  of 
Enumerator  Activities,  Stage  I.  After  the  enumerator  had 
been  instructed  by  his  crew  leader  how  to  transcribe  from 
the  stage  I  to  the  stage  II  enumeration  book,  the  Records 
Clerk  gave  the  enumerator  an  F-402,  Enumerator's  Home 
Activity  Record,  on  which  the  enumerator  was  to  record 
the  number  of  housing  units  and  persons  transcribed  each 
day.  The  Records  Clerk  collected  this  information  the 
next  day  and  posted  it  to  the  F-401  for  the  preceding  day. 

A  system  was  set  up  to  provide  rapid  transmission  of 
the  stage  I  enumerator  results  to  Washington  so  that  daily 
calculations  of  enumerator  earnings  could  be  made  for  use 
by  the  executive  staff.  Records  Supervisors  summarized 
the  F-401' s  after  they  had  been  received  and  edited  and 
sent  a  daily  summary  wire  to  Washington.  The  informa- 
tion was  tabulated  in  Washington  and  a  report  of  average 
hourly  earnings  of  piece-rate  enumerators  was  prepared 
and  circulated  daily  to  authorized  persons. 

PROCESSING  RECORDS 


The  systematic  nature  of  the  selection  and  the  finite 
correction  factor  were  ignored. 

USE  OF  RECORDS  CLERKS 

After  the  sample  of  stage  I  EA's  was  selected,  each 
crew  leader  with  a  sample  EA  in  his  district  hired  a 
Records  Clerk  to  accompany  the  enumerator  assigned 
to  that  EA.  This  Records  Clerk  was  to  remain  with  the 
enumerator  to  observe  all  work  done  in  the  field  but  was 
not  to  accompany  him  inside  his  own  home.  The  Records 
Clerk  was  to  remain  with  the  original  enumerator  each 
day  until  the  assignment  was  finished.  If  the  original 
enumerator  quit  for  any  reason,  the  Records  Clerk  was 
to  switch  to  the  enumerator  who  finished  the  sample  EA. 
If  a  sample  EA  was  split  by  the  crew  leader,  a  Records 
Clerk  was  to  be  assigned  to  each  portion.  Enumerators 
were  paid  $4.80  per  EA  to  compensate  for  the  incon- 
venience of  having  to  be  accompanied. 

It  was  decided  to  have  a  Records  Clerk  accompany  a 
single  enumerator  for  an  entire  assignment,  rather  thai 
accompany  a  different  one  each  day,  for  several  reasons: 
It  was  administratively  convenient,  eliminated  sampling 
error  within  enumeration  assignments,  and  provided  a 
complete  history  of  the  enumeration  of  each  housing 
unit  observed. 

Some  of  the  stage  I  enumerator  observation  was  done 
by  management  analysts  from  the  Budget  and  Manage- 
ment Division,  who  took  regular  Records  Clerk  assign- 
ments, but  kept  more  detailed  records  and  gave  the  enu- 
meration process  more  study  than  temporary  Records 
Clerks  could. 

It  is  difficult  to  assess  the  effect  on  the  enumeration 
of  having  enumerators  accompanied.  A  case  could  be 
made  that  this  slows  down  the  enumerator  because  one 
more  person  has  to  enter  and  leave  a  housing  unit  and 
sometimes  an  explanation  of  the  extra  person  is  needed. 
And,  one  could  claim  that  the  enumerator  finds  the  ob- 
server's presence  wearing  and  works  less  efficiently 
and  quits  earlier  in  the  day  than  he  would  if  he  were 
alone.  Or  the  opposite  viewpoint  could  be  taken,  using 
the  argument  that  the  presence  of  an  observer  motivates 
the  enumerator  to  work  more  rapidly  and  efficiently.  No 
attempt  has  been  made  to  estimate  the  nature  or  magni- 
tude of  this  bias. 


Initial  Edit 

Records  Supervisors  were  given  instructions  for  edit- 
ing the  forms  F-401  in  Part  IIIA  of  the  Records  Super- 
visor's Manual,  F-415.  It  soon  became  apparent,  however, 
that  many  of  them  were  not  following  these  instructions. 
A  sample  inspection  system  was  then  introduced  in  Wash- 
ington. Each  day's  receipts  of  F-401' s  from  each  office 
were  given  a  lot  number  and  inspected  by  repeating  the 
editing  called  for  in  the  Records  Supervisor's  Manual. 
The  first  lot  was  inspected  100  percent.  If  it  met  certain 
criteria,  future  lots  from  that  office  were  inspected  on 
a  sample  basis,  as  long  as  they  continued  to  meet  the 
criteria.  As  soon  as  a  lot  was  rejected,  100- percent  in- 
spection was  resumed. 

A  lot  was  rejected  if  it  had  an  average  of  5.0  or  more 
blue  marks  per  F-401  page  inspected  or  0.5  or  more  red 
marks  per  F-401  page  inspected.  A  blue  mark  indicated 
an  error  made  by  a  Records  Clerk  found  by  the  Records 
Supervisor.  A  red  mark  indicated  an  error  missed  during 
the  editing  by  the  Records  Supervisor.  Thus  lots  could 
be  rejected  either  because  Records  Clerks  were  making 
too  many  errors  (indicating  inadequate  training  or  su- 
pervision by  the  Records  Supervisor)  or  because  the 
Records  Supervisor  was  not  doing  the  editing  job. 

Records  Supervisors  were  notified  when  lots  were  re- 
jeci  3d  and  given  the  reasons.  Washington  editing  had  a 
limited  effect,  however.  Stage  I  went  rapidly  enough  so 
that  by  the  time  F-401' s  had  been  received  and  edited 
and  Records  Supervisors  notified,  a  good  part  of  the  job 
was  done.  However,  the  editing  improved  in  stage  It; 
the  attention  given  the  editing  in  stage  I  apparently  con- 
vinced Records  Supervisors  that  it  was  necessary  to  carry 
out  the  stage  II  editing  instructions  to  the  letter. 

Detailed  Edit 

Further  editing  was  necessary  before  the  records  could 
be  processed.  Although  the  Records  Clerk  was  supposed 
to  accompany  the  enumerator  at  all  times,  in  fact  in  some 
cases  there  were  short  periods  of  time  when  the  Records 
Clerk  failed  to  accompany  the  enumerator,  so  that  some 
housing  units  were  visited  without  a  record  being  pre- 
pared. In  other  cases,  the  Records  Clerk,  either  through 
careless  recordkeeping  or  misinformation  from  the  enu- 
merator, reported  some  housing  units  completed  more 
than  once  and  others  never  completed  at  all. 
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1960  CENSUSES  OF  POPULATION  AND  HOUSING 


The  first  step  in  detailed  editing  was  to  prepare  a 
complete  enumeration  record  for  each  housing  unit.  This 
was  done  on  Form  F-450,  Summary  of  Completion  Status 
Codes.  This  record  showed  the  result  of  enumeration 
for  each  visit.  It  immediately  identified  housing  units 
which  did  not  have  a  complete  and  consistent  enumera- 
tion history.  When  an  inconsistency  was  discovered  for 
a  housing  unit,  the  census  enumerator's  listing  book  was 
used  to  straighten  out  the  problem.  Listing  books  showed 
how  many  callbacks  were  made,  the  dates  on  which  call- 
backs took  place,  whether  the  housing  unit  was  completed 
by  interview  or  closeout  procedure,  and  the  number  of 
persons  in  the  unit.  Although  some  of  this  information 
was  missing  in  many  listing  books,  they  were  an  invaluable 
aid  to  editing. 

Sometimes  editing  required  only  a  simple  change  of 
visit  number.  For  example,  if  a  first  visit  to  a  unit  and 
two  second  visits  to  a  unit  were  reported,  the  later  of  the 
reported  second  visits  was  changed  to  a  third  visit. 
Sometimes  the  solution  was  to  change  the  completion 
status  code.  If  two  completions  were  shown,  the  first  was 
changed  to  a  non- completion  if  the  listing  book  showed 
such  an  action  to  be  correct. 

A  frequent  cause  of  difficulty  was  a  mixup  in  identifi- 
cation of  housing  units.  A  housing  unit  identified  in  the 
records  as  being  listed  on  page  4,  line  7,  might  really 
have  been  listed  on  page  7,  line  4.  Appropriate  editing 
for  this  kind  of  case  usually  solved  two  problems  at  once, 
changing  a  double  completion  for  one  of  the  units  and  no 
completion  for  the  other  to  a  single  completion  for  each 
unit. 

All  records  for  housing  units  were  matched  against  the 
listing  book  to  make  sure  that  units  called  vacant  in  the 
listing  book  showed  up  as  vacant  in  the  Special  Records 
Program  records  and  that  places  that  were  not  reported 
as  housing  units  in  the  listing  book  were  omitted  from 
the  records.  This  match  served  also  to  locate  housing 
units  that  were  shown  to  be  enumerated  in  the  listing 
book  but  which  were  not  reported  at  all  by  the  Records 
Clerk. 

When  the  listing  book  showed  a  visit  that  was  missing 
from  the  F-401  records,  the  procedure  was  to  add  that 
visit  to  the  F-401  for  the  day  on  which  the  listing  book 
showed  it  to  have  been  made.  Times  for  the  missing  visit 
were  imputed  by  duplicating  times  for  the  previous  unir 
having  the  same  number  of  persons  and  the  same  com- 
pletion code. 

A  1-percent  sample  of  housing  units  shows  that  editing 
changes  were  made  for  11  percent  of  the  units  in  stage  I. 

Instructions  for  the  preliminary  and  the  detailed  edit 
appear  in  the  appendixes. 


Tabulation 

After  editing,  the  stage  I  data  were  prepared  for  tabu- 
lation by  having  a  group  of  20  clerks  in  Jeffersonville 
code    each    housing-unit    visit  on    FOSDIC    form    F-452, 


FOSDIC  Data  Sheet  for  Stage  I  Enumeration.  These  forms 
were  then  microfilmed  and  converted  to  tape  for  final 
processing  on  the  Univac-I  computer.  There  were  about 
103,000  visit  records.  The  work  of  preparing  forms  F- 
452  was  done  under  production  standards. 

Form  F-453,  Daily  Summary  Codes  for  Stage  I  Enu- 
meration, was  a  daily  summary  of  activities  other  than 
the  actual  housing-unit  visits,  and  the  information  was 
incorporated  into  the  form  F-452  before  it  was  filmed 
and  put  on  tape.  A  quality-control  plan  was  used  to  in- 
spect the  preparation  of  F-453.  A  10-percent  sample  of 
F-453  lines  was  selected  for  each  lot,  a  lot  consisting  of 
records  of  the  work  of  two  enumerators.  The  plan  is 
summarized  below: 


Number  of 

F-453  lines 

inspected 

2-3 
4-6 
7-9 


Approximate 

number  of 

items  inspected 

30 
60 
95 


Lot  rejected  if 
the  number   of 
errors  exceeded- 

2 
3 

4 


One  lot  was  rejected  under  this  plan  and  verified  100  per- 
cent. The  average  outgoing  quality  was  estimated  to  be 
0.4  percent  defective. 

The  information  on  form  F-452,  after  conversion  to 
magnetic  tape  via  FOSDIC,  was  divided  into  two  types  of 
record.  One  type,  the  daily  summary,  contained  daily 
information  relating  to  activities  other  than  direct  enu- 
meration, including  personal  time,  time  and  miles  to  and 
from  enumeration,  length  of  time  the  enumerator  stayed 
out  each  time  he  left  home,  and  field-review  activities. 
The  other  type,  called  visit  records,  dealt  with  informa- 
tion directly  concerned  with  enumeration,  such  as  between- 
housing- unit  time,  the  components  of  within-housing-unit 
time,  visit  number,  sample  status  of  the  unit,  type  of 
completion,  and  time  of  day.  Both  types  were  edited  be- 
fore undergoing  further  processing. 

While  the  above  processing  was  underway,  the  prepara- 
tion of  EA  summaries  was  begun.  Tapes  were  created 
containing  the  identification  number  of  each  EA,  its 
sampling  weight,  the  characteristics  of  the  EA,  and  the 
characteristics  of  the  enumerator.  Then  the  daily  sum- 
maries and  visit  records  were  tabulated  in  various  ways, 
with  the  results  added  to  the  EA  summaries.  Finally, 
internal  computations  were  made  for  each  EA  summary 
with  the  new  results  added  to  the  EA  summary.  When 
all  additions  had  been  made,  the  EA  summary  contained 
358  separate  items  of  information  about  the  enumera- 
tion of  the  EA. 

Most  of  the  final  tables  were  prepared  from  the  infor- 
mation in  the  EA  summaries.  Data  for  variance  compu- 
tations came  from  the  same  source.  Some  stage  I  enu- 
meration tables  were  hand  tabulated  because  the  ma- 
terial required  extensive  editing  and  judgments  that  were 
not  feasible  on  the  computer.5 


5The  flow  charts,  programs,  worksheets,  and  related  material  which 
were  used  for  the  tabulation  of  stage  I  enumerator  records  are  avail- 
able in  the  files  of  the  Methods  Research  Branch. 


CHAPTER  III.    STAGE  II   ENUMERATION 


For  stage  II  of  the  enumeration,  approximately  one- third 
of  the  .original  enumerators  were  retained  and  given  ad- 
ditional training.  The  stage  II  enumerator  was  given  the 
book  containing  the  sample  FOSDIC  schedules  which  had 
been  initiated  by  the  stage  I  enumerator.  He  was  also  given 
the  accumulation  of  filled-in  sample  household  question- 
naires and  individual  questionnaires  which  had  been  re- 
ceived in  the  mail  from  the  enumeration  district.  He  then 
transcribed  the  responses  from  the  sample  household 
questionnaires  and  individual  questionnaires  to  the  sample 
FOSDIC  schedules.  If  a  household  questionnaire  or  indi- 
vidual questionnaire  was  incomplete,  he  obtained  the  ad- 
ditional required  information  by  telephone  or  by  a  visit  to 
the  household.  In  the  case  of  a  vacant  sample  housing 
unit  where  no  household  questionnaire  had  been  left,  the 
stage  II  enumerator  obtained  the  appropriate  information 
about  the  housing  unit  by  interviewing  the  person  indicated 
by  the  original  enumerator  in  his  listing  book  as  the  most 
reliable  source  of  information— owner,  agent,  manager,  or 
neighbor. 

Most  of  the  items  of  information  obtained  in  the  1960 
censuses   were   collected  on  a  sample  basis  in  stage  II. 

FINDINGS 

Times  Required  for  Individual  Operations 

Table  24  shows  that  about  23  minutes  per  assigned  hous- 
ing unit  were  spent  on  all  activities  performed  during  stage 
II.  The  total  includes  time  between  housing  units,  personal 
time,  field-review  time,  as  well  as  the  time  used  for  tran- 
scription and  actual  enumeration  and  other  time.  Since  the 
table  is  presented  in  terms  of  average  minutes  per  housing 
unit,  it  is  not  possible  to  get  certain  types  of  information 
from  it.  The  transcription  time  of  8. 8  minutes  per  housing 
unit,  for  example,  represents  all  transcription  time  divided 
by  all  housing  units,  including  housing  units  for  which  no 
transcription  was  done,  and  is  not  the  average  time  for 
transcription  of  a  housing  unit  for  which  data  were  tran- 
scribed. Likewise,  the  average  times  for  personal  visits 
and  telephoning  understate  the  actual  times  for  these 
activities  when  they  were  performed.  For  example,  tele- 
phone followup  to  a  household  took  about  6  minutes  on  the 
average,  but  table  24  shows  2.6  minutes  which  is  the 
average  for  all  households  including  those  to  which  no  tele- 
phone call  was  made. 

Table  25,  on  the  other  hand,  does  distinguish  between 
units  for  which  household  questionnaires  were  or  were  not 
received.  It  shows  that  about  20  minutes  were  required  to 
conduct  an  interview  in  a  housing  unit  from  which  no  house- 
hold questionnaire  was  received.  In  units  for  which  a 
household  questionnaire  was  received  but  found  to  be  in- 
complete, a  personal  interview  took  about  12  minutes. 
Time  required  to  travel  between  housing  units  is  excluded 
from  this  table. 

The  methods  by  which  housing  units  were  completed  in 
stage  II  are  shown  in  table  26.  In  table  26,  for  all  areas, 
we  find  that  household  questionnaires  were  returned  for  75 
percent  of  the  housing  units,  and  45  percent  of  the  housing 


units  were  occupied  units  completed  by  transcription. 
About  60  percent  of  the  questionnaires  required  no  follow- 
up. 

Altogether,  1  percent  of  units  were  group  quarters  and 
9  percent  were  vacant.  Twenty- three  percent  were  oc- 
cupied units  completed  by  telephone,  19  percent  were  oc- 
cupied units  completed  by  personal  visit,  and  3  percent 
were  occupied  units  completed  either  by  the  closeout  pro- 
cedure or  not  at  all. 

More  detailed  information  about  completions  was  col- 
lected than  was  used  in  this  table.  In  fact,  36  different 
codes  were  established,  each  describing  a  particular  pat- 
tern of  enumeration.  For  example,  a  distinction  was  made 
between  units  completed  by  transcription  under  the  fol- 
lowing conditions: 

a.  No  personal  visits  or  telephone  calls. 

b.  Telephone  attempts  made. 

c.  Personal  visits  made. 

d.  Both  telephone  attempts  and  personal  visits  made. 

Since  the  last  three  groups  made  a  negligible  contribution 
to  total  units  completed  by  transcription,  the  four  were 
combined  in  the  table.  Other  groups  of  the  original  36 
were  combined  in  the  same  manner. 

Unsuccessful  attempts  at  completion  are  reflected  in  that 
part  of  the  table  which  shows  average  minutes  per  housing 
unit.  For  example,  of  the  12.7  minutes  spent  on  a  unit 
completed  by  transcription;,  for  all  areas  (table  26),  12.1 
was  spent  on  transcription  and  the  balance  on  travel  be- 
tween housing  units,  telephoning,  and  personal  visits. 
Thus,  there  were  some  units  for  which  unsuccessful  tele- 
phone calls  and  personal  visits  were  made,  after  which  a 
completed  questionnaire  reached  the  enumerator.  In  the 
same  manner,  the  lines  in  the  table  which  are  labeled 
"Completed  by  personal  visit"  show  a  certain  amount  of 
telephoning  first. 

Some  differences  are  notable  in  enumeration  patterns  by 
kind  of  area.  The  proportion  of  household  questionnaires 
returned  varied  from  70  percent  in  urban-block  areas  to 
82  percent  in  urban- nonblock  areas,  with  rural  in  between 
at  79  percent.  The  proportion  of  units  completed  by  tele- 
phone ranged  from  18  percent  in  rural  areas  to  24  and  25 
percent  in  urban- nonblock  and  urban- block  areas.  The 
proportion  of  units  completed  by  personal  visit  varied  from 
22  percent  in  urban-block  areas  down  to  13  percent  in. 
urban-nonblock  areas;  in  rural  areas,  the  figure  was  18 
percent. 

Table  27  shows  a  distribution  of  enumerators  by  between- 
household  time.  Since  stage  II  was  for  a  l-in-4  sample  of 
housing  units  and  since  only  25  percent  of  the  stage  II  units 
were  followed  up  by  personal  visit,  only  about  1  housing 
unit  in  16  was  visited  personally  to  collect  sample  data. 
The  times  between  units  ranged  from  an  average  of  2.9 
minutes  in  urban- block  areas  to  an  average  of  5.8  minutes 
in  rural  areas.  Overall,  the  mean  between-housing-unit 
time  was  3.6  minutes.  Only  about  14  percent  of  the  enu- 
merators had  an  average  between-housing-unit  time  of  6.0 
minutes  or  more. 
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The  results  of  the  management- analyst  observation  of 
transcription  and  telephoning  are  presented  in  tables  28 
through  31.  In  these  tables,  actual  time  is  the  time  spent 
by  enumerators,  not  counting  their  personal  time.  Normal 
time  is  the  time  that  an  average  enumerator  working  at  a 
reasonable  pace  should  have  taken,  again  not  counting 
personal  time.  Standard  time,  which  is  not  shown  in  the 
tables,  would  be  normal  time  increased  by  an  allowance  for 
personal  time— generally  15  percent;  if  one  were  budgeting 
or  establishing  piece  rates,  standard  time  would  be  used, 
to  allow  for  personal  time  and  delays.  The  actual  time 
measured,  as  shown  in  the  tables,  does  not  include  personal 
time,  hence  can  be  compared  with  normal  time  but  not 
standard  time. 

Table  28  shows  that  the  normal  time  required  to  tran- 
scribe a  completed  household  questionnaire  was  9.5  minutes. 
Actual  time  was  10.7  minutes,  indicating  that  this  work  was 
performed  at  somewhat  less  than  the  management  analysts 
had  determined  to  be  a  reasonable  pace.  It  took  almost  as 
long  to  transcribe  an  incomplete  household  questionnaire 
( table  29).  Here,  normal  time  was  9.4  minutes  and  actual 
time  10.1  minutes.  The  difference  was  in  the  time  taken  to 
transcribe  population  information  and  mark  the  listing  book. 
When  the  questionnaire  was  complete,  this  time  was  8.3 
minutes.  When  it  was  incomplete,  the  time  was  7.7  minutes. 
Table  30  shows  transcription  time  for  completed  household 
questionnaires    by    number   of  persons  in  the  household. 

The  time  required  for  telephone  followup  in  stage  II  is 
given  in  table  31.  Actual  time  was  5.9  minutes  per  housing 
unit  followed  up,  with  normal  time  slightly  less.  Two 
minutes  were  required  to  determine  what  information  was 
needed  and  to  locate  the  respondent's  telephone  number;  1.1 
minutes  were  needed  to  reach  the  respondent  by  phone;  and 
2.8  minutes  were  spent  conducting  the  interview.  The 
average  telephone  followup  time  in  rural  areas  was  higher 
than  in  urban  areas  (not  because  of  slower  service  on  rural 
lines  but  because  the  preparation  and  interview  took  longer). 


Enumerator  Earnings 

Earnings  for  piece-rate  enumerators  averaged  $1.47  per 
hour  in  stage  II,  but  the  mean  earnings  ranged  from  $1.33 
in  urban-block  areas  to  $1.62  in  rural  areas  (table  32). 
Individual  earnings  ranged  from  less  than  $1.00  an  hour  to 
over  $2.20  per  hour.  About  half  of  the  piece-rate  enu- 
merators earned  more  than  $1.50  an  hour. 

Data  on  hourly-rate  enumerators  were  eliminated  from 
the  tabulation  of  stage  II  earnings.  It  is  not  known  how 
many  of  them  may  have  begun  their  assignments  on  piece 
rates  and  been  converted  to  hourly  rates,  because  infor- 
mation on  their  basis  of  payment  was  obtained  from  their 
final  payrolls.  All  hourly  rate  enumerators  constituted 
18  percent  of  all  enumerators,  but  the  proportion  varied 
from  42  percent  in  urban- block  areas  to  8  percent  in  urban- 
nonblock  areas. 

The  time-study  records  show  that  about  80  percent  of  the 
stage  II  enumerators  adopted  the  practice  of  recording 
answers  on  the  household  questionnaire  instead  of  in  the 
enumeration  book  when  conducting  an  interview  by  telephone 
or  personal  visit,  then  transcribed  the  information  to  the 
enumeration  book  at  home.  This  phenomenon  was  dis- 
covered because  most  units  recorded  as  completed  after 
a  personal  visit  or  telephone  call  had  a  transcription  shown 
at  a  later  time,  usually  on  the  same  day.  If  enumerators 
had  not  departed  from  the  instructions  and  made  this  extra 
transcription,  they  would  have  averaged  $1.50  an  hour 
instead   of  $1.47.       Earnings  would  have  been  two  cents 


greater  in  urban-block  areas  and  four  cents  greater  in  the 
other  areas. 

Another  violation  of  instructions  was  indulged  in  by  a 
few  enumerators,  who  found  respondents  at  home  and  left 
a  second  household  questionnaire  with  them  instead  of 
conducting  an  interview.  This  procedure  generated  more 
callbacks  when  some  of  these  respondents  either  failed  to 
send  in  the  second  household  questionnaire  or  submitted  it 
incomplete. 

Enumerators  in  certain  areas  were  paid  (at  the  rate  of 
$1.60  an  hour)  for  the  time  that  they  spent  driving.  It  was 
assumed  that  enumerators  in  these  areas  would  drive  at 
the  rate  of  32  miles  per  hour,  and  they  were  paid  five  cents 
per  mile  for  "time  enroute." 

Copies  of  enumerator  payrolls  were  obtained  from 
District  Offices  and  were  used  in  establishing  earnings. 
Number  of  persons  and  number  of  housing  units  in  the 
Special  Records  Program  matched  the  figures  on  the  pay- 
roll forms  very  well,  but  the  miles  reported  by  Records 
Clerks  understated  paid  enumerator  miles  by  a  consider- 
able amount.  This  is  believed  to  be  due  to  incomplete 
reporting  by  Records  Clerks  rather  than  to  inflated  claims 
by  enumerators.  Consequently,  payments  for  time  enroute 
were    taken    directly    from   enumerator   payroll   forms. 

In  this  census,  as  in  others,  there  was  a  wide  range  of 
earnings  for  piece-rate  enumerators.  Attention  has  been 
focused  on  earnings  on  the  low  side.  A  common  assump- 
tion is  that  inequitable  piece  rates  are  the  cause  of  the 
lower  earnings  because  some  areas  have  unusual  problems 
that  an  inflexible  piece  rate  cannot  take  into  account,  for 
example,  high  between- housing- unit  time,  language  prob- 
lems, apartment  houses  with  no  one  home,  low  propensity 
for  returning  questionnaires  or  filling  out  Advance  Census 
Reports,  refusals,  slum  conditions,  callback  problems, 
high  vacancy  rates,  problems  of  housing-unit  definition, 
and  so  on.  There  is  a  tendency  to  believe  that  if  piece- 
rate  injustices  were  corrected  to  account  for  the  peculi- 
arities of  each  enumeration  area,  enumerators  would  either 
earn  the  expected  amount  or  close  to  it. 

Table  33  suggests  that  there  may  be  another  cause  of 
variability  in  earnings  so  imposing  as  to  completely  over- 
shadow all  other  considerations.  The  table  shows  the 
average  time  it  took  enumerators  to  transcribe  a  com- 
pleted household  questionnaire.  This  operation  was  com- 
pletely independent  of  the  enumeration  conditions  listed 
above  and  should  have  been  virtually  identical  for  all 
enumerators.  The  table  shows,  however,  that  some  piece- 
rate  enumerators  did  this  job  in  less  than  6  minutes  while 
others  took  more  than  20.  The  mean  time  was  11.8  minutes, 
with  a  standard  deviation  of  3.4  minutes.  About  one-third 
of  the  enumerators  fell  below  9  minutes  or  above  16 
minutes. 

Total  earnings  per  hour  are  closely  related  to  the  ability 
and  effort  shown  on  this  transcription  job.  In  fact,  there 
was  a  correlation  of  -.64  between  transcription  time  and 
total  earnings  per  hour. 

It  is  not  unusual  to  find  such  a  tremendous  range  in 
ability  and  effort.  The  same  sort  of  variation  in  individual 
performance  has  been  observed  repeatedly  in  a  number  of 
different  operations  at  the  Bureau  of  the  Census  and  else- 
where. Obviously  it  is  impossible  to  set  piece  rates  which 
will  correct  for  this  phenomenon.  In  fact,  no  amount  of 
adjustment  in  piece  rates  would  have  had  more  than  a 
negligible  effect  on  the  enumerator  earnings  distribution. 
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The  relationship  between  transcription  time  and  housing- 
unit  size  was  examined  to  see  how  the  latter  might  be 
affecting  this  distribution.  The  correlation  coefficient  of 
.18  was  significant,  but  housing-unit  size  had  little  effect 
on  the  character  of  the  distribution. 

The  distribution  of  piece-rate  enumerators  seems  to  be 
bimodal,  as  do  the  distributions  in  the  other  columns  of 
the  table.  It  is  possible  that  piece-rate  enumerators 
were  divided  into  two  groups,  those  working  to  finish  their 
assignments  as  soon  as  possible  for  whatever  motivation, 
and  those  preferring  to  work  at  a  slower  pace  in  the  knowl- 
edge that  their  total  earnings  would  be  the  same  no  matter 
when  they  finished. 

The  difference  in  transcription  time  for  hourly  and 
piece-rate  enumerators  in  table  33  may  reflect  a  difference 
in  incentive  since  it  would  be  difficult  to  postulate  a  dif- 
ference in  questionnaires  between  the  two  groups. 

The  distribution  of  piece-rate  enumerators  in  the  table 
can  be  turned  into  an  earnings  distribution  by  assuming 
that  the  mean  time  of  11.8  minutes  is  the  equivalent  of  the 
$1.47  per  hour  that  stage  II  enumerators  averaged.  Then 
those  who  transcribed  a  completed  questionnaire  in  6 
minutes  would  be  earning  $2.89  per  hour,  while  those  who 
took  20  minutes  would  earn  $.86  an  hour.  And  15  percent 
of  the  enumerators  would  earn  less  than  $1.10. 

Enumeration  Progress 

The  speed  with  which  stage  II  was  conducted  is  shown  in 
table  34.  April  25  was  taken  to  be  the  first  day  of  stage  II 
enumeration,  although  the  beginning  date  varied  con- 
siderably from  office  to  office.  Half  of  the  housing  units 
were  completed  by  the  end  of  the  15th  workday  (counting 
six  workdays  per  week),  and  90  percent  of  the  units  were 
completed  by  the  end  of  the  sixth  week.  In  all,  an  esti- 
mated 98  percent  of  the  units  in  the  Special  Records  Pro- 
gram sample  were  completed.  The  last  one  was  completed 
on  the  76th  day.  Considerable  variability  existed  by  type 
of  area.  Urban- nonblock  areas  were  completed  in  41  days, 
rural  in  51  days,  and  urban-block  in  76  days. 

At  the  start  of  stage  II,  management  analysts  from  Wash- 
ington headquarters  found  very  few  of  the  sample  enu- 
merators actively  engaged  in  doing  transcription  and  con- 
ducting telephone  followups.  This  was  partly  because  some 
of  the  rented  offices  were  still  unequipped  with  furniture 
or  telephones  and  partly  because  of  delays  in  receipt  or 
sorting  of  household  questionnaires  at  the  District  Offices. 
There  is  no  measure  of  the  bias  which  occurred  when  enu- 
merators who  were  otherwise  ready  to  go  to  work  were 
delayed  by  a  lack  of  furniture  or  telephone  in  the  office. 

Table  35  was  prepared  to  show  how  fast  the  stage  II  enu- 
meration might  have  been  conducted  if  all  enumerators 
had  started  at  the  same  time.  In  this  table,  the  first  day  of 
stage  II  enumeration  is  taken  to  be  the  first  day  on  which 
each  enumerator  did  any  stage  II  work.  Here  it  is  seen 
that  half  of  the  units  were  completed  in  10  workdays,  90 
percent  were  completed  in  24  days,  and  the  last  unit  was 
completed  on  the  52nd  day.  Urban- nonblock  areas  might 
have  been  completed  in  40  days,  urban-block  in  47  days,  and 
rural  in  52  days. 

Table  36  shows  a  distribution  of  enumerators  by  the 
average  number  of  housing  units  completed  each  workday. 
A  workday  is  defined  as  a  day  on  which  any  enumeration 
work  was  done,  but  excludes  days  on  which  the  enumerator 
had  a  field  review  and  did  nothing  else.  Urban-block  enu- 
merators completed  about  15  units  per  day  while  enu- 
merators in  other  areas  completed  about  16.    Ten  percent 


of  the  enumerators  completed  less  than  10  units  a  day  and 
5  percent  completed  26  or  more  units  per  day. 

Followup  Enumeration 

Table  37  deals  with  the  amount  and  type  of  foliowup. 
Fifty- four  percent  of  housing  units  were  followed  up  in 
some  fashion:  24  percent  by  personal  visit  only,  23  per- 
cent by  telephone  only,  and  7  percent  by  both  methods. 
The  percent  of  followup  varied  from  59  percent  in  urban- 
block    areas    to    48    percent    in   urban- nonblock   areas. 

Thus  enumerators  completed  46  percent  of  the  housing 
units  from  the  household  questionnaires  alone;  it  is  not 
known,  however,  in  how  many  cases  the  enumerators  may 
have  supplied  missing  information  for  these  questionnaires 
or  left  some  items  blank  when  transcribing.  The  temptation 
to  do  this  would  have  been  great,  because  the  alternative 
was   to   undertake   telephone   or  personal  visit  followup. 

Of  the  54  percent  followed  up,  31  percent  were  housing 
units  returning  a  questionnaire,  and  23  percent  were  hous- 
ing units  not  returning  a  questionnaire.  When  a  question- 
naire was  returned,  telephone  was  the  followup  method 
most  often  used  (23  times  out  of  31).  When  questionnaire 
was  not  returned,  the  usual  followup  method  was  personal 
visit  (19  cases  out  of  23). 

Table  38  shows  the  variability  in  amount  of  followup 
among  EA' s.  At  one  end  of  the  scale,  11  percent  of  the 
EA's  had  less  than  30  percent  of  housing  units  followed  up. 
At  the  other  end,  20  percent  of  the  EA's  had  70  percent  or 
more  of  the  units  followed  up. 

About  half  of  the  followup  was  by  telephone  and  about  half 
by  personal  visit.  Table  39  shows  that  only  19  percent  of 
the  EA's  had  50  percent  or  more  housing  units  followed  up 
by  personal  visit.  Overall,  an  estimated  31  percent  of  the 
stage  II  housing  units  were  followed  up  by  personal  visit: 
24  percent  by  personal  visit  only  and  7  percent  by  both 
telephone  and  personal  visit. 

Table  40  is  a  distribution  of  EA's  by  the  proportion  of 
housing  units  followed  up  by  telephone. 

Field  Review 

The  field-review  data  in  stage  II  were  subject  to  the 
same  limitations  described  earlier  for  stage  I  field- 
review  data.  A  special  edit  and  hand  tabulation  of  the  field- 
review  items  was  made.  The  results  are  shown  in  table 
41.  All  reviews— whether  first,  second,  or  final— averaged 
between  80  and  90  minutes.  For  final  review,  the  actual 
review  time  averaged  42  minutes,  payroll  time  20  minutes, 
and  other  activities  25  minutes.  Compensation  for  field 
review  in  stage  II  was  about  $1.00  an  hour  for  enumerators 
who  required  no  second  review. 


SAMPLING  METHOD 


Sample  Selection 


Selection  of  about  250  sample  enumerators  was  more 
complex  in  stage  II  than  in  stage  I.  For  stage  II,  crew 
leaders  were  to  assign  three  EA's  to  enumerators  who 
were  in  the  Special  Records  Program  stage  II  sample. 
The  work  done  by  the  enumerator  in  all  three  EA's  was  to 
be  observed,  but  it  was  probable  that  in  many  cases  not 
all  of  these  EA's  would  be  ready  for  assignment  on  the  first 
day  of  stage  II  enumeration.  Furthermore,  the  crew 
leader  might  not  know  to  whom  a  particular  EA  would 
eventually  be  assigned,   since  this  might  depend  on  which 
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enumerator  was  ready  for  another  assignment.  Conse- 
quently, if  a  sample  EA  was  selected,  the  enumerator  for 
that  EA  might  have  completed  one  or  two  EA's  before  he 
was  assigned  the  sample  EA. 

To  solve  this  problem,  the  following  method  of  sampling 
was  adopted:  The  Records  Supervisor  called  the  crew 
leader  to  see  if  he  knew  which  of  his  stage  II  enumerators 
would  be  assigned  to  the  sample  EA.  If  he  did,  the  Records 
Clerk  accompanied  that  enumerator.  If  the  crew  leader 
did  not  know,  and  all  of  his  enumerators  had  been  selected, 
the  Records  Clerk  accompanied  the  enumerator  who  lived 
closest  to  the  sample  EA,  even  though  that  person  might 
not  work  in  the  sample  EA  at  all.  If  the  crew  leader 
neither  knew  which  enumerator  would  be  assigned  to  the 
sample  EA  nor  had  selected  all  his  enumerators,  the 
Records  Supervisor  was  to  call  him  daily  until  one  or  the 
other  event  had  taken  place. 


Sampling  Weights 

Each   sampling   weight   is   the   product   of  two  ratios: 

a.  The  ratio  of  all  offices  in  a  stratum  to  sample  of- 
fices in  a  stratum 

b.  The  ratio  of  housing  units  in  a  sample  office  to 
housing  units  selected 

For  example,  the  weight  for  urban- block  enumerators  in 
stage  II  in  Auburn,  N.  Y.,  is: 


97 


X    ^fg  =        155 


where  97  is  the  number  of  offices  thought  to  be  using  only 
60PH-2  schedules,  9  is  the  number  of  sample  offices 
thought  to  be  using  only  60PH-2  schedules  (see  Introduc- 
tion), 2,037  is  the  total  number  of  housing  units  in  urban- 
block  EA's  in  Auburn,  and  142  is  the  number  of  housing 
units  in  sample  urban- block  EA's  in  Auburn. 


USE  OF  RECORDS  CLERKS 

A  unique  problem  presented  itself  in  stage  II.  House- 
hold questionnaires  were  to  be  transcribed  and  telephone 
followup  conducted  at  the  enumerator's  home,  with  personal 
followup  becoming  necessary  only  when  these  methods 
failed.  The  problem  was  how  to  observe  the  work  done  at 
home.  It  was  not  possible  to  require  the  enumerator  to 
admit  the  Records  Clerk  to  his  home,  and  serious  biases 
might  have  been  introduced  if  observers  went  into  only  the 
homes  of  enumerators  who  issued  invitations.  The  solution 
was  to  have  the  Records  Supervisor  rent  office  space  with 
a  telephone  as  near  as  possible  to  the  sample  EA.  The 
enumerator  was  then  given  the  choice  of  working  in  the 
office  or  at  home.  Although  this  was  an  expensive  solution 
and  some  of  the  offices  were  not  used,  it  seemed  to  be  the 
only  feasible  way  of  insuring  that  Records  Clerks  observed 
transcription  and  telephone  followup.  Some  enumerators 
neither  wanted  to  work  in  an  office  nor  have  the  Records 
Clerk  enter  the  home,  but  all  finally  accepted  one  condition 
or  the  other. 

A  fee  of  $3.20  per  EA  was  paid  to  each  stage  II  enu- 
merator who  was  accompanied.  Thus,  an  enumerator  who 
completed  three  EA's  received  about  $10  in  addition  to  his 
regular  pay,  to  compensate  for  the  inconvenience  of  being 
accompanied  by  the  Records  Clerk. 


USE   OF   MANAGEMENT  ANALYSTS  TO   OBSERVE 
TRANSCRIPTION  AND  TELEPHONE  FOLLOWUP 


To  supplement  the  data  collected  by  Records  Clerk  on 
stage  II  enumeration,  management  analysts  observed  enu- 
merator transcription  and  telephone  followup.  This  ob- 
servation was  made  either  at  the  office  rented  for  the 
enumerators  or  at  their  homes.  By  traveling  to  a  different 
enumeration  office  or  enumerator  home  each  day,  the 
management  analysts  were  able  to  observe  each  of  the 
sample  enumerators  in  15  of  the  District  Offices  at  least 
once.  When  the  management  analyst  made  these  studies, 
he  and  the  Records  Clerk  were  both  with  the  enumerator. 
This  gave  the  analyst  an  opportunity  to  note  how  well  the 
Records  Clerk  was  performing  his  duties  and  to  retrain 
him  if  necessary. 

The  enumerators  who  were  observed  working  at  home 
were  found  to  be  working  under  adverse  conditions.  Work 
was  usually  done  on  a  dining-room  table,  lighting  was 
inadequate,  the  telephone  was  located  in  a  different  room 
from  the  worktable,  and  frequent  interruptions  occurred 
because  of  children,  family  needs,  and  personal  telephone 
calls. 

Analysts  reported  that  when  the  enumerator  used  a  rural 
telephone  line  to  make  telephone  callbacks,  hearing  was 
sometimes  difficult  and  confidentiality  uncertain. 

PROCESSING  RECORDS 

Data  on  enumerator  earnings  were  transmitted  by  wire 
in  stage  II  as  well  as  in  stage  I.  The  same  kind  of  sample 
inspection  was  conducted  in  Washington  for  stage  II  records 
as  for  stage  I,  except  that  the  rejection  criteria  were  3.0 
blue  marks  per  page  (errors  made  by  Records  Clerks  and 
found  by  Records  Supervisors)  and  0.6  red  marks  per  page 
(errors  missed  by  Records  Supervisors). 

Preliminary  Edit 

The  next  step  in  processing  the  stage  II  enumerator 
records  was  a  preliminary  edit  of  forms  F-406,  Daily 
Record  of  Enumerator  Activities,  Stage  II,  to  be  sure  that 
all  time  was  accounted  for  and  that  miles  were  correctly 
sorted  into  between-housing-unit  miles  and  other  miles. 

An  error-noting  program  was  used  to  control  the  quality 
of  this  work.  Before  clerks  began  the  operation,  every 
10th  form  F-406  was  examined  and  a  written  record  was 
made  of  the  location  of  the  errors.  After  the  operation, 
a  check  was  made  to  see  how  many  of  the  noted  errors  had 
been  found.  The  three  clerks  who  performed  the  operation 
found  44  percent,  79  percent,  and  100  percent  of  the  noted 
errors  respectively.  The  work  of  the  person  who  found 
only  44  percent  was  done  again  by  another  clerk.  No 
further  checking  was  done  since  it  was  likely  that  the 
remaining  errors  would  be  found  in  the  coding  operation 
which  could  not  proceed  without  the  correction  of  most  of 
these  errors. 

Detailed  Edit 

An  individual  history  of  all  the  enumeration  attempts 
made  for  each  housing  unit  in  the  study  was  compiled  on 
form  F-451,  Summary  of  Completion  Status  Codes.  Hous- 
ing units  were  matched  against  enumerators'  listing  books 
to  identify  vacant  units.  For  housing  units  which  were 
problem  cases  (double  completions  reported,  or  no  com- 
pletion, visits  after  a  completion,   etc.),  the  listing  book 
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was  used  to  determine  when,  how,  and  if  the  unit  was 
actually  completed,  and  the  records  were  edited  according- 
ly. The  editing  operation  was  performed  underproduction 
standards. 

On  examining  a  one-percent  sample  of  the  housing  units, 
it  was  found  that  an  estimated  19  percent  had  editing 
changes.  Six  percent  of  the  units  had  deletions,  8  percent 
had  additions,  and  5  percent  had  both.  Some  of  the  reasons 
for  this  amount  of  editing  may  lie  in  the  relatively  more 
complex  situation  that  the  Records  Clerks  faced  in  stage 
II.  Here  the  enumerator  usually  had  three  different  EA's 
assigned  and  worked  on  them  simultaneously  for  a  good  part 
of  the  time.  This  generated  errors  in  ED  numbers  and 
listing-book  page  numbers.  Every  time  an  error  of  this 
kind  was  found,  it  affected  two  housing  units,  e.g.,  one 
housing  unit  was  erroneously  reported  as  completed  twice 
and  another  as  not  completed.  Hence,  this  kind  of  error 
was  counted  twice  in  the  19  percent  figure. 

The  stage  II  enumerators  had  more  opportunity  to  do 
work  while  the  Records  Clerks  were  not  observing.  They 
didn't  need  to  leave  home  to  attempt  to  complete  some  units 
by  telephone.  It  is  quite  possible  that  some  unsuccessful 
calls  were  not  recorded. 

Another  problem  was  that  the  overwhelming  majority  of 
enumerators  completed  some  units  by  telephone  and 
personal  visit  bur  recorded  the  information  on  household 
questiofmiaiires  rather  than  in  the  enumeration  book.  This 
meant  a  transcription  time  afterwards,  which  was  trans- 
ferred during  the  editing  to  the  telephone  or  personal-visit 
time. 

Tabulation 

After  editing,  data  for  each  housing  unit  were  coded  on 
one  line  of  form  F-455,  Housing  Unit  Data  Sheet  for  Stage  II 
Enumeration.  Data  on  each  of  these  lines  were  transferred 
to  a  punchcard  and  later  put  on  tape  for  processing  on  the 
computer.  The  work  of  preparing  forms  F-455  was  done 
under  production  standards. 

Two  plans  were  used  to  control  the  quality  of  the  work. 
For  each  plan,  a  lot  consisted  of  the  records  of  two  enu- 
merators.      Rejected    lots   were   verified    100   percent. 

One  plan  involved  an  independent  verification  of  2  per- 
cent of  the  housing-unit  lines.  Rejection  criteria  were  the 
following: 


Number  of 
sample  housing 
units 

4-   5 

6-13 

14-15 


Approximate 

number  of 
items  verified 

40 

75 

110 


Lot  rejected  if 

number  of  errors 

equaled  or  exceeded - 

2 
3 
4 


About    0.8   percent   of  the   items   were   estimated    to  be 
defective  at  the  completion  of  inspection. 

The  second  plan  called  for  checking  the  entries  for  a 
housing  unit  against  the  completion  code  for  that  unit.  For 
example,  if  the  unit  had  a  code  indicating  that  it  was  com- 
pleted by  transcription  only,  there  should  have  been  no 
entries  for  telephoning  or  personal  visits.  Errors  here 
might  have  occurred  either  in  the  coding  operation  for  the 
F-455  or  in  the  editing  operation  in  which  the  completion 
codes  were  assigned. 

The  sample  was  10  percent  of  the  housing  lines  and  the 
plan  was  set  up  as  follows: 


Number  of 

Approximate 

Lot  rejected  if 

sample  housing 

number  of 

numbe 

r  of  errors 

units  inspected 

items  inspected 

equaled 

or  exceeded 

20-39 

180 

2 

40-49 

270 

3 

50-59 

330 

4 

60-69 

390 

5 

70-79 

450 

6 

Errors  of  this  kind  were  limited  to  an  estimated  0.3  per- 
cent. 

Time  and  miles  for  activities  other  than  actual  tran- 
scription, telephoning,  and  personal  visits  were  recorded 
on  form  F-456,  Daily  Summary  Data  for  Stage  II  Enumera- 
tion. These  data  were  not  fed  to  a  computer  but  were 
added  to  the  appropriate  computer  totals  by  hand  as  neces- 
sary to  get  the  tables  to  be  published. 

As  a  check  on  the  punching  from  forms  F-455,  certain 
simple  tabulations  were  made  on  regular  punchcard  tabu- 
lation equipment.  Results  were  compared  with  hand  counts 
of  major  items  and  all  errors  corrected  before  the  cards 
were  converted  to  tape  for  the  computer. 


CHAPTER  IV.    CREW-LEADER  ACTIVITIES 


FINDINGS 

Activities  Before  Enumeration 

Crew  leaders  in  those  urban  areas  where  enumerator 
hiring  was  done  centrally  were  trained  on  March  14  in 
their  administrative  functions  and  preparatory  work  and 
began  work  on  March  15.  Crew  leaders  in  other  areas 
who  had  to  do  their  own  enumerator  hiring,  mostly  in 
rural  areas,  were  trained  on  March  9  and  began  work  on 
March  10.  The  latter  group  therefore  had  three  more 
workdays  during  the  period  before  enumeration. 

The  time  spent  by  the  crew  leader  in  traveling  was 
added  to  the  time  spent  on  the  activity  to  which  he  was 
traveling.  In  cases  where  the  crew  leader  was  not 
traveling  to  an  activity,  the  time  was  added  to  the  activity 
he  had  just  left. 

Table  42  shows  that  the  rural  crew  leaders  apparently 
used  two  of  the  extra  days  for  recruiting  and  testing. 
They  spent  27  hours  on  this  activity  while  the  urban  crew 
leaders  spent  11  hours.  The  other  extra  day  was  used 
for  map  review  and  preparatory  work.  The  term  "map 
review  and  preparatory  work"  refers  to  a  specific  opera- 
tion in  the  census,  covering  marking  maps  to  show 
enumerators  how  to  canvass,  prelisting  housing  units  as 
a  check  on  enumerator  coverage,  estimating  the  number 
of  housing  units  in  each  block,  and  identifying  problems 
that  the  enumerator  would  encounter.  The  term  as  used 
here  should  not  be  confused  with  other  preparatory  work, 
such  as  recruiting  and  testing. 

The  group  starting  March  10  spent  45  hours  on  map 
review  and  preparatory  work,  while  that  starting  on  March 
15  spent  38  hours.  This  activity  accounted  for  about  40 
percent  of  the  total  time  spent  by  each  group  on  all 
census  activities  before  enumeration,  not  counting  train- 
ing. 

The  records  do  not  show  whether  crew  leaders  were 
able  to  finish  the  assigned  preparatory  work  by  March  31 
or  how  well  they  did  it.  They  worked  about  a  dozen  hours 
more  on  the  average  than  they  expected  to  be  paid  for, 
which  suggests  that  the  amount  of  time  allowed  was  in- 
sufficient. 

Tables  43  and  44  show  activity  day  by  day  for  each 
group  of  crew  leaders.  Both  groups  started  immediately 
on  map  review  and  preparatory  work,  and  kept  at  it 
every  day  till  the  beginning  of  the  enumeration,  averaging 
about  4  hours  a  day  on  these  activities  the  first  few  days 
and  less  thereafter.  The  urban  group,  having  less  con- 
cern with  recruiting,  had  more  time  to  spend  on  map 
review  and  preparatory  work.  Crew  leaders  in  that  group 
spent  6  hours  on  these  activities  on  March  15  and  averaged 
more  than  4  hours  the  next  3  days  in  spite  of  the  fact 
that  some  of  them  received  their  technical  training  on 
those  days.  The  rural  group  spent  about  2  hours  a  day 
on  recruiting  throughout  the  first  16  days,  lessening  its 
attention   to   the    recruiting   only  during  the  last  3  days. 

Time  and  miles  used  for  map  review  and  preparatory 
work  appear  in  table  45.     Little  difference  was  reported 


in  the  number  of  minutes  required  to  conduct  the  map 
review  and  preparatory  work  in  rural  EA's  where  enu- 
merators were  authorized  payment  for  mileage  (called 
mileage  EA's  in  the  table)  and  urban  EA's  where  they 
were  not  (called  nonmileage  EA's  in  the  table).  In  each 
case,  the  amount  of  time  spent  was  about  2-1/2  hours, 
including  travel  and  work  done  at  home.  Of  this  total, 
about  40  minutes  were  used  outside  EA's  and  about  105 
minutes  inside.  Prelisting  took  44  minutes  in  nonmileage 
EA's  and  51  minutes  in  mileage  EA's. 

There  was  a  noticeable  difference  by  kind  of  EA  in 
miles  used  for  map  review  and  preparatory  work.  Crew 
leaders  drove  9  miles  per  urban  nonmileage  EA  and  20 
miles  per  rural  mileage  EA. 

Table  46  indicates  the  number  of  miles  driven  by  crew 
leaders  for  each  activity.  For  this  table,  crew  leaders 
are  classified  by  the  kind  of  area  in  which  they  did  most 
of  their  work.  Mileage  varied  from  about  200  for  urban- 
block  crew  leaders  to  over  500  for  rural  crew  leaders. 
About  two- thirds  of  the  miles  in  each  kind  of  area  were 
driven  in  connection  with  map  review  and  preparatory 
work. 

Activities  During  Stage  I 

Crew  leaders  in  stage  I  were  reported  as  spending 
more  time  on  progress  reports  than  on  any  other  activity. 
The  data  are  shown  in  table  47.  Sixteen  percent  of  their 
time  was  reported  as  spent  on  this  work:  8  percent  in 
receiving  reports  from  enumerators,  6  percent  in  pre- 
paring reports,  and  2  percent  in  reporting  to  the  District 
Office.  Some  of  this  time  may  have  been  spent  on  other 
matters  that  came  under  discussion  while  the  crew 
leader  had  enumerators  or  District  Office  staff  on  the 
telephone. 

Field  review  took  about  14  percent  of  crew  leaders' 
time,  closeout  review  8  percent,  and  transcription  veri- 
fication 6  percent.  If  these  are  considered  as  one  activity— 
reviewing  the  work  of  enumerators— 28  percent  of  the 
crew  leader's  time  was  spent  on  this  activity,  surpassing 
the  amount  of  time  spent  on  progress  reports.  He  would 
have  had  to  spend  a  good  deal  more  time  reviewing  enu- 
merators' work  if  he  had  not  had  the  field  reviewer's 
help. 

The  large  amount  of  time  spent  on  closeout  review 
suggests  that  this  term  may  not  have  been  understood  by 
records  clerks  or  crew  leaders,  and  that  some  of  this 
time  may  have  been  final  field  review.  Closeout  review 
was  supposed  to  be  a  check  and  simple  tally  of  entries 
on  the  schedules  for  housing  units  completed  by  the  close- 
out procedure,  and  should  have  taken  far  less  time  than 
reported. 

Other  activities  which  proved  time  consuming  were 
travel,  11  percent;  training,  recruiting,  and  conferring 
with  enumerators,  9  percent;  cleanup  work,  8  percent; 
and  payrolling,  7  percent. 
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Table  48  shows  the  average  hours  spent  daily  by  crew 
leaders  on  each  stage  I  activity.  Field  review  was  the 
principal  activity  during  the  first  3  days.  Progress 
reports  took  time  every  day,  but  rose  sharply  on  or  near 
the  two  days  each  week  when  progress  information  was  to 
be  collected.  The  operations  associated  with  completion 
of  an  assignment— final  review,  closeout  review,  payroll 
computation,  and  transcription  verification— reached  a 
climax  from  the  9th  to  the  12th  day.  Cleanup  work  oc- 
curred daily  but  reached  maximum  importance  between 
the  21st  and  the  25th  day. 

Miles  used  by  crew  leaders  in  stage  I  are  shown  in 
table  49.  The  average  of  461  miles  was  not  concentrated 
in  any  one  activity.  Handling  enumeration  materials 
accounted  for  about  one-fourth  of  the  miles  although  only 
about  5  percent  of  a  crew  leader's  time. 


Activities  During  Stage  II 

Table  50  shows  how  stage  II  crew  leaders  spent  their 
time.  The  principal  activity  was  field  review,  which  took 
about  16  percent  of  a  crew  leader's  time.  Supervising, 
recruiting,  and  training  enumerators  and  field  reviewers 
was  the  next  most  important  activity,  at  14  percent.  Ex- 
cluding travel,  which  represented  12  percent  of  total 
time  and  was  associated  with  a  variety  of  activities,  the 
next  most  time-consuming  activity  was  progress  reports, 
which  took  an  average  of  32  hours  and  represented  11 
percent  of  total  time. 

Table  51  indicates  how  these  activities  took  place  on 
a  daily  basis.  For  the  first  29  days  of  stage  II,  field- 
review  time  usually  averaged  more  than  an  hour  a  day. 
After  that  time,  average  working  hours  for  crew  leaders 
began  to  drop  substantially  below  8  per  day,  indicating 
that  some  crew  leaders  had  finished  their  assignments. 
For  the  first  4  days,  supervising,  recruiting,  and  testing 
enumerators  and  field  reviewers  averaged  about  2  hours 
a  day;  after  that,  an  hour  or  less  each  day  was  generally 
required.  Progress  reports  peaked  twice  a  week,  as 
expected,  on  and  near  the  days  on  which  reports  were 
due.  Closeout  review,  cleanup  work,  and  payroll  compu- 
tation began  to  be  intensified  about  the  14th  day. 

The  distribution  of  crew-leader  miles  by  activity  is 
shown  in  table  52.  Handling  materials  accounted  for 
almost  a  quarter  of  the  mileage,  even  though  only  10 
percent  of  a  crew  leader's  time  was  involved. 


METHOD  OF   DATA  COLLECTION 

Activities  Before  Enumeration 

The  purpose  of  accompanying  crew  leaders  was  to  get 
a  day-by-day  distribution  of  their  time  by  activity.  The 
activities  before  enumeration  were  of  particular  interest, 
since  the  crew  leader  was  conducting  a  more  elaborate 
preparatory  check  in  each  EA  than  had  been  undertaken 
before  in  a  decennial  census. 

A  sample  of  75  crew  leaders  was  selected  by  taking  a 
systematic  sample  of  the  crew-leader  districts  in  each 
District  Office.  They  were  to  be  accompanied  each  day, 
starting  with  the  day  following  their  administrative  train- 
ing and  continuing  through  April  1.    Each  Records  Clerk 


remained  with  the  same  crew  leader  throughout  the  as- 
signed period.  About  15  of  the  Records-Clerk  assignments 
were  carried  out  by  management  analysts  from  Washington. 

Time  records  were  kept  on  form  F-420,  Daily  Record 
of  Crew  Leader  Activities  (Before  Enumeration),  which 
had  space  for  most  of  the  expected  activities  and  an  "other" 
column  for  those  not  specifically  provided  for.  Since  the 
crew  leader  might  do  a  good  part  of  his  work  at  home, 
another  form  was  used  on  which  the  crew  leader  could 
record  the  amount  of  time  he  spent,  by  activity,  in  the 
evening  after  he  had  left  the  Records  Clerk  and  in  the 
morning  before  he  met  the  Records  Clerk.  This  was  the 
F-421,  Daily  Record  of  Crew  Leader  Home  Activities 
(Before  Enumeration).  The  Records  Clerk  collected  this 
form  each  morning  and  posted  the  entries  to  the  appro- 
priate F-420.  The  Records  Supervisor  was  to  edit  forms 
F-420  and  F-421  daily  as  they  reached  him  in  the  mail 
and  to  send  them  twice  weekly  to  Washington. 

Activities  During  Stage  I 

The  budget  for  the  Special  Records  Program  permitted 
only  one  Records  Clerk  to  accompany  crew  leaders  in 
each  of  the  25  offices  in  stage  I.  It  seemed  more  desirable 
to  have  a  different  crew  leader  observed  each  day  than  to 
confine  the  sample  to  only  25  by  having  the  Records  Clerk 
for  each  District  Office  remain  with  the  same  crew 
leader.  Random  assignments  were  made  and  transmitted 
to  the  field  to  cover  the  period  when  all  of  the  crew 
leaders  would  be  working  only  on  stage  I. 

In  about  10  of  the  sample  offices,  it  was  evident  that 
one  Records  Clerk  could  not  accompany  a  different  crew 
leader  each  day  without  excessive  travel.  Crew-leader 
districts  in  each  of  these  offices  were  grouped  into  from 
three  to  five  clusters  which  were  fairly  compact  geograph- 
ically, and  one  of  these  clusters  was  selected  for  inclusion 
in  the  crew-leader  sample.  This  permitted  the  Records 
Supervisor  to  hire  someone  living  in  or  near  the  cluster 
who  would  not  have  to  travel  unreasonable  distances  to 
meet  the  sample  crew  leaders. 

On  closeout  day  for  stage  I,  which  was  scheduled  for 
April  13,  about  a  third  of  the  crew  leaders  were  to  go  on 
to  stage  II,  another  third  were  to  be  released,  and  the 
remaining  third  were  to  be  assigned  to  stage  I  cleanup. 
The  instructions  for  selecting  crew  leaders  for  stage  I 
observation  after  this  date  were  simply  to  get  a  list  of 
those  who  were  continuing  in  stage  I  and  visit  them  in 
rotation  in  alphabetical  order  until  stage  I  ended.  In 
practice,  the  closeout  date  came  well  after  April  13  and 
some  Records  Supervisors  had  to  call  Washington  to 
have  the  original  stage  I  random  observation  list  extended. 

Activities  During  Stage  II 

Observation  of  crew  leaders  in  stage  II  was  quite 
similar  to  that  in  stage  I.  One  Records  Clerk  rotated 
among  several  of  the  stage  II  crew  leaders.  In  District 
Offices  which  were  large  geographically  and  which  had 
been  subdivided  in  stage  I,  a  different  cluster  of  crew 
leaders  was  selected  for  observation.  Records  Super- 
visors were  instructed  to  get  a  list  of  stage  II  crew 
leaders  as  soon  as  possible  after  the  stage  I  closeout 
meeting  and  to  have  the  Records  Clerk  visit  them  in 
rotation  in  alphabetical  order,  starting  the  first  day  on 
which  crew  leaders  did  any  stage  II  work. 
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Sampling  Weights  Processing  Records 

The  crew-leader  weight  is  simply  the  basic  weight  for  No  Washington  processing  of  the  crew-leader  observa- 
the   office  multiplied  by  the  ratio  of  the  total  number  of  tion   forms    took   place   while  the  census  was  underway, 
crew   leaders   in  the  office  to  the  number  in  the  sample  but   the   forms   were   edited   later   using   the   editing  in- 
each   day.       In    stages  I  and  II,  of  course,  the  number  in  structions  shown  in  the  appendix, 
the  sample  each  day  was  one. 


CHAPTER  V.    FIELD-REVIEWER  ACTIVITIES 


FINDINGS 

Field  reviewers  in  stage  I  were  to  spend  the  first  day 
of  the  enumeration,  April  1,  inducting  enumerators,  the 
next  three  days  doing  field  review,  and  then  were  to  take 
an  enumeration  assignment,  returning  later  to  conduct 
further  final  reviews.  Table  53  shows  that  field  re- 
viewers spent  about  a  third  of  their  time  conducting  field 
reviews  and  another  third  on  enumeration.  Most  of  the 
remaining  time  was  reported  as  personal  time,  including 
lunch.  However,  this  time  exceeded  what  personal  time 
would  normally  be  expected  to  be,  leading  to  the  con- 
clusion that  a  good  part  of  it  was  idle  time.  A  column  on 
the  form  was  labeled  "waiting  for  new  work,"  but  ap- 
parently field  reviewers  either  preferred  not  to  describe 
themselves  as  idle  or  took  the  opportunity  to  conduct 
personal  business  rather  than  just  wait  for  the  next  ap- 
pointment. Personal  time  is  usually  expected  to  be  about 
15  percent,  so  time  spent  waiting  for  new  work  may  have 
been  more  like  9  percent  than  1  percent. 

A  distribution  of  activities  on  a  daily  basis  can  be  seen 
in  table  54.  Induction  was  the  major  activity  on  April  1, 
as  planned,  and  field  review  reached  its  peak  on  the  2nd, 
3rd,  and  4th  days.  From  about  the  4th  day  through  the 
11th,  the  table  shows  enumeration  as  the  principal  activity. 
A  surge  of  field  review  was  evident  again  on  days  9  through 
13  as  field  reviewers  finished  their  enumeration  assign- 
ments and  returned  to  help  the  crew  leaders  with  final 
field  review.  Closeout  review  and  transcription  verifica- 
tion began  about  the  8th  day. 

Table  55  provides  more  detailed  information  about 
when  field  reviews  were  conducted  by  kind  of  review. 
In  all,  field  reviewers  conducted  an  average  of  8.3  first 
reviews,  which  represented  about  half  of  the  crew  leader' s 
workload.  Almost  all  of  the  these  were  made  on  the  2nd, 
3rd,  and  4th  day  of  the  enumeration.  Field  reviewers 
also  conducted  1.3  second  reviews,  0.2  third  reviews, 
6.4  final  reviews,  4.2  closeout  reviews,  and  4.9  transcrip- 
tion verifications.  The  period  during  which  field  reviewers 
assisted  with  final  review  and  related  activities  stretched 
from  the  6th  day  through  the  24th  day  of  enumeration. 
Perhaps  because  of  this  spread,  there  was  no  day  during 
this  period  in  which  field  reviewers  averaged  as  much 
as  one  final  review  per  day. 

The  average  time  spent  by  field  reviewers  on  each 
review  is  shown  in  table  56.  First  review  averaged  75 
minutes   and   final   review   88   minutes.      Since  the  field 


reviewer  was  not  authorized  to  do  payrolling,  the  final 
review  time  applies  only  to  actual  review.  Table  59  also 
shows  a  distribution  of  field  reviews  by  duration  and  type 
of  review. 

•  Field  reviewers  in  stage  II  spent  about  a  third  of  their 
time  on  enumeration  and  related  work,  a  quarter  of  it 
on  field  review  and  related  work,  and  a  quarter  for  personal 
time  including  lunch  (table  57).  The  average  field  re- 
viewer spent  48  hours  on  field  review  and  related  activi- 
ties. In  that  time,  as  table  58  shows,  he  reported  complet- 
ing 8  first  reviews,  12  final  reviews,  and  5  closeout  re- 
views. The  average  number  of  reviews  for  a  field  re- 
viewer rarely  reached  1  a  day,  and  there  was  only  one 
day  when  field  reviewers  averaged  as  many  as  1.5 
reviews.  Undoubtedly  there  was  concentrated  reviewing 
by  some  field  reviewers  during  certain  periods,  but  the 
staggered  starting  dates  for  stage  II  tended  to  elongate 
the    period    over    which    the    reviews    were   conducted. 

In  stage  II,  the  first  review  took  82  minutes,  the  in- 
termediate took  87  minutes,  final  review  took  79  minutes, 
and  closeout  review  took  47  minutes.  The  distribution 
of  reviews  by  the  time  required  to  conduct  them  is  shown 
in  table  59. 


METHOD  OF  DATA  COLLECTION 

In  each  stage,  200  field  reviewers  were  selected  for 
the  Special  Records  Program  sample  and  asked  to  keep 
their  own  daily  time  records.  The  sample  for  stage  I 
was  drawn  by  random  selection  of  crew- leader  district 
numbers.  The  sample  for  stage  II  was  selected  for  each 
District  Office  by  obtaining  the  names  of  stage  II  crew 
leaders,  arranging  them  in  alphabetical  order,  and  se- 
lecting as  many  as  needed  from  the  top  of  the  list.  Field 
reviewers  in  those  crew-leader  districts  were  in  sample. 

The  same  form,  the  F-430,  Daily  Record  of  Field  Re- 
viewer Activity,  was  used  in  both  stage  I  and  stage  II 
enumeration.  The  forms  were  to  be  edited  by  the  Records 
Supervisor  and  mailed  daily  to  Washington.  Substantially 
fewer  forms  were  received  for  each  day  than  the  200 
expected.  Apparently  field  reviewers  were  the  least 
cooperative  of  all  groups  in  the  program.  In  many  cases 
field  reviewers,  contrary  to  instructions,  did  not  submit 
an  F-430  on  days  when  they  did  only  enumeration  work. 

Weights  for  the  field-reviewer  sample  are  the  product 
of  the  basic  weight  for  the  office  multiplied  by  the  ratio 
of  field  reviewers  in  the  office  to  field  reviewers  in  sample. 
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CHAPTER  VI.    OFFICE  WORK 


FINDINGS 


PROBLEMS  IN  OFFICE  OPERATIONS 


The   three   office   operations   that   were  studied  were: 

1.  Stage  I  office  quality  control. 

2.  Transcription  verification. 

3.  Stage  II  office  quality  control. 

In  tables  60-62,  times  shown  are  for  clerical  work  in 
the  basic  operation  and  do  not  include  supervision,  fixing 
up  rejected  enumeration  books,  or  operations  not  called 
for  in  the  instructions. 

Table  60  shows  that  the  stage  I  office  quality-control 
operation  actually  took  29  minutes  per  EA  and  should 
have  taken  27.  If  15  percent  is  added  for  personal  time, 
the  job  should  have  taken  31  minutes  per  EA  in  practice 
in  normal  working  conditions.  In  the  case  of  the  office 
work,  it  might  be  expected  that  more  time  would  be  taken 
if  there  were  no  observer  present.  Table  60  shows  that 
about  half  of  the  time  in  this  operation  was  spent  on 
verifying  payrolls.  The  transcription-verification  opera- 
tion in  the  District  Office,  according  to  table  61,  was  done 
in  23  minutes  under  observation,  with  the  normal  time 
21  minutes  per  EA.  About  half  of  this  time  was  spent 
actually  verifying  entries  and  tallying  entries,  the  rest 
being  spent  on  selecting  sample  units  and  the  routine 
clerical  phases  of  the  work. 

In  the  stage  II  office  quality -control  operation,  as 
shown  in  table  62,  36  minutes  were  spent  per  EA,  with 
a  normal  time  of  33  minutes.  The  bulk  of  this  time  was 
spent  in  searching  for  and  tallying  errors  and  omissionsv 
The  payroll  verification  in  stage  II  took  only  4  minutes. 

METHOD  OF  DATA  COLLECTION 

The  task  of  studying  the  major  clerical  operations  in 
District  Offices  was  assigned  to  management  analysts  of 
the  Budget  and  Management  Division.  The  analysts  had  had 
extensive  experience  in  developing  standards  for  office 
operations  in  Washington  headquarters  of  the  Bureau  and 
other  locations,  and  had  had  some  experience  in  measuring 
enumeration  time  in  a  census  pretest  in  North  Carolina 
in  February  1959.  They  were  given  a  thorough  orientation 
about  the  censuses  so  that  they  could  act  in  an  advisory 
capacity  if  the  need  arose.  Observations  were  made  in 
15  of  the  25  sample  District  Offices. 

The  observations  of  the  office  work  differed  somewhat 
from  other  aspects  of  the  Special  Records  Program.  Not 
only  were  actual  times  recorded  but  also  times  adjusted 
by  the  management  analyst's  rating  of  the  effort  put  forth 
by  each  clerk.  This  permitted  the  analyst  to  arrive  at 
the  time  that  should  be  required  for  a  normal  employee 
to   accomplish   the   task   at   a   reasonable  working  pace. 

To  insure  uniformity  of  the  elements  timed,  special 
observation  sheets  were  prepared  for  the  analysts  to  use 
when  making  their  studies.  A  complete  description  of 
each  element  of  the  job  was  printed  on  the  observation 
sheet  so  that  all  analysts  would  time  the  same  work 
elemenr  sequences. 


Because  of  budget  requirements,  the  management  ana- 
lysts had  to  adhere  to  a  tight  time  schedule.  This  meant 
that  the  delays  experienced  in  starting  stage  II  enumera- 
tion resulted  in  fewer  observations  of  the  quality- control 
and  transcription- verification  operations  than  had  been 
originally  scheduled. 

The  office  work  in  the  District  Offices  was  seldom 
found  to  be  running  smoothly.  Most  of  the  offices  were 
inadequate  in  space,  lighting,  and  office  equipment.  Some 
of  the  offices  that  did  have  adequate  space  and  equipment 
did  not  take  advantage  of  them. 

A  lack  of  adding  machines  was  a  major  cause  of  dif- 
ficulty in  some  of  the  District  Offices.  Adding  without 
machines  not  only  helped  to  create  a  bottleneck  in  the 
flow  of  work  but  also  raised  a  question  about  accuracy. 

The  quality- control  and  transcription -verification  op- 
erations were  generally  noted  to  be  extremely  badly  or- 
ganized with  respect  to  work  methods,  location  of  storage 
bins,  location  of  work  materials,  and  assignment  of  work. 
Supplies  were  lacking  in  some  areas  and  slow  in  arriving 
in  others. 

Although  clerks  appeared  to  understand  what  was  re- 
quired, it  was  evident  that  the  work  was  not  done  as  in- 
structed. There  were  almost  as  many  variations  in 
method  as  there  were  clerks. 

Some  of  the  problems  in  the  quality- control  operations 
were  these: 

1.  A  bottleneck  in  payroll  processing  by  the  crew 
leaders  caused  a  delay  in  the  receipt  of  completed 
enumeration  books  by  the  District  Offices. 

2.  Crew  leaders  omitted  items  when  computing  pay- 
rolls. 

3.  Crew  leaders  removed  payroll  forms  from  many  of 
the  listing  books. 

4.  Clerks  sampled  incorrectly. 

5.  Clerks  checked  more  than  the  instructions  called 
for  and,  in  general,  made  the  job  more  elaborate  than 
intended. 

6.  In  at  least  one  office,  where  many  crew  leaders 
had  either  resigned  or  been  released,  the  office  quality- 
control  staff  had  to  correct  rejected  books  because 
there  was  no  crew  leader  available. 

7.  One  analyst  reported  that  "the  majority  of  payrolls 
contained  errors." 

8.  Clerks  lost  time  by  taking  workload  counts  from 
the  wrong  source. 

The  quality -control  operations  were  so  named  because 
they  were  intended  to  be  a  sample  inspection  of  the  quality 
of  census  results.  However,  they  became  subverted  to 
other  purposes.  A  large  part  of  the  time  spent  in  these 
operations  was  devoted  to  checking  on  payrolling,  an 
administrative   aspect  of  the  census.     Much  more  time 
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appears  to  have   been  used  on  this  activity  than  the  in- 
structions called  for. 

An  inordinate  amount  of  time  was  apparently  spent  cor- 
recting counts  on  the  summary  page  of  the  listing  book. 
One  observer  estimated  that  at  least  half  the  time  in  the 
stage  II  quality- control  operation  was  spent  referring  to 
stage  I  listing  books  to  reconcile  stage  I  and  stage  II 
counts.  In  some  offices,  quality -control  clerks  were  not 
only  making  the  required  checks  and  changes  on  payroll 
forms  but  were  also  engaged  in  payroll  computation  and 
verification,  a  job  which  was  intended  for  the  Regional 
Offices. 

Other  operations  performed  by  people  hired  for  quality- 
control  work  included  transcribing  data  from  missed- 
persons  forms  to  enumeration  books,  correcting  stage  I 
enumeration  books  when  missed  persons  were  found  in 
stage  II,  and  posting  data  from  late-arriving  household 
questionnaires  to  stage  II  books. 

When  torn  pages  or  pages  that  were  otherwise  un- 
acceptable were  encountered  in  the  stage  I  quality -control 
operation,  the  decision  as  to  whether  to  retranscribe 
the  entire  book  or  to  recopy  certain  pages  out  of  sequence 
in  the  same  book  was  made  differently  in  each  District 
Office. 

The  staff  working  on  the  Special  Records  Program  in 
Washington  observed   stage  II   office   quality  control  in 


some  of  the  nearby  offices.  What  was  seen  there  led  to 
a  memorandum  to  all  District  Offices,  telling  them  that 
the  operation  could  be  speeded  up  in  the  following  ways: 

1.  Making  the  check  for  defective  books  by  a  quick 
flip  of  pages,  since  most  books  were  in  excellent  con- 
dition and  needed  little  attention. 

2.  Selecting  the  sample  pages  by  raising  only  a 
corner  of  the  page  when  counting  rather  than  turning 
each  page  individually. 

3.  Getting  the  workload  counts  from  the  enumeration 
book  in  which  the  work  was  being  done,  not  from  the 
listing  book. 

4.  Making  no  corrections,  but  instead  merely  counting 
errors. 

5.  Checking  entries  on  the  payroll  form  and  entering 
the  check  marks  as  instructed,  but  not  doing  any  payroll 
computation  or  verification  because  the  latter  would  be 
done  at  the  Regional  Office. 

There  were  fewer  problems  in  the  transcription- veri- 
fication operation,  but  there  was  one  major  difference  in 
the  way  this  operation  was  conducted  from  office  to  office. 
In  some  District  Offices,  clerks  worked  together  in  teams 
of  two,  while  in  other  offices  the  clerks  worked  alone. 
Although  one  observer  felt  that  higher  quality  work  was 
evident  when  two  people  worked  together,  he  did  not  have 
-an  opportunity  to   compare  times  for  the  two  methods. 


CHAPTER  VII.  ADMINISTRATION 


RECORDS  SUPERVISORS 

One  Records  Supervisor  was  hired  in  each  of  the  25 
District  Offices  to  train  and  supervise  all  people  hired 
in  that  office  for  the  Special  Records  Program.  Most  of 
these  Records  Supervisors  were  given  two  days  training 
by  Washington  personnel  in  New  York  or  St.  Louis.  Records 
Supervisors  in  Salem,  Oregon,  and  San  Diego,  California, 
were  trained  in  their  own  cities. 

Training  of  Records  Supervisors  lasted  two  days,  but 
was  not  fully  comprehended  until  the  trainees  had  had 
some  experience  and  prepared  to  train  others.  Records 
Supervisors,  who  were  asked  to  comment  on  the  training 
they  received,  made  the  following  remarks: 

1.  Training  would  have  been  better  if  the  Records 
Supervisors  had  taken  enumerator  training,  had  become 
familiar  with  the  enumeration  some  other  way,  or  had 
received  training  materials  in  advance. 

2.  Time  would  have  been  saved  at  training  if  Records 
Supervisors  had  been  recruited  more  carefully.  (Some 
had  to  be  given  extensive  retraining  and  some  of  them 
were  eventually  replaced.) 

With  regard  to  the  training  they  gave,  Records  Super- 
visors felt  that  on-the-job  visits  were  necessary  to  com- 
plete the  training  of  the  people  they  supervised. 

The  duties  of  the  Records  Supervisor  were  to— 

1.  Train  about  10  Records  Clerks  who  would  accom- 
pany enumerators  in  each  stage,  and  to  check  in  and 
edit  reports  submitted  by  these  Records  Clerks  and  con- 
duct the  necessary  followup  by  telephone  in  each  stage. 

2.  Train  approximately  three  Records  Clerks  who 
would  accompany  crew  leaders  in  the  period  before 
enumeration,  and  to  receive  and  edit  reports  from  these 
Records  Clerks  and  conduct  the  necessary  followup  by 
telephone. 

3.  Train  one  Records  Clerk  to  accompany  crew  leaders 
during  stage  I  and  one  Records  Clerk  to  accompany 
crew  leaders  in  stage  11,  and  to  receive  and  edit  reports 
from  these  Records  Clerks  and  conduct  the  necessary 
telephone  followup. 

4.  Train  field  reviewers  to  keep  their  own  time 
records,  and  to  receive  and  edit  reports  from  these 
field  reviewers  and  conduct  the  necessary  telephone 
followup. 


5.  Prepare  whatever  special  reports  might  be  required 
for  the  Special  Records  Program  during  the  course  of 
the  census. 

6.  Prepare  summaries  of  units  completed  and  time 
spent  by  enumerators  and  to  provide  flash  estimates  of 
hourly  earnings  of  enumerators. 

The  Records  Supervisor  had  to  achieve  the  passing 
score  established  for  crew  leaders  on  the  Field  Employee 
Selection  Aid  Test,  and  was  paid  $1.95  an  hour.  He  was 
under  the  general  supervision  of  the  District  Supervisor 
in  administrative  matters,  but  his  technical  direction  came 
from  Washington.  In  practice,  Records  Supervisors  gen- 
erally did  not  receive  much  assistance  or  supervision 
from  the  District  Supervisor.  This  was  not  surprising, 
because  the  District  Supervisor  had  not  been  forewarned 
of  the  Special  Records  Program,  received  no  training  on 
the  program,  and  in  some  cases  considered  it  another 
burden  which  was  to  be  ignored  if  possible. 


COMMENTS  OF  RECORDS  SUPERVISORS 


General 


1.  The  relationship  between  the  District  Supervisor  and 
the  Records  Supervisor  should  be  set  more  explicitly. 
Sometimes  conflicting  instructions  were  given  to  crew 
leaders,  field  reviewers,  and  enumerators. 

2.  The  District  Supervisor  should  be  more  informed 
about  the  work  of  the  records  program  so  that  he  will  know 
what  it  entails  and  will  support  the  work  of  the  Records 
Supervisor. 

3.  Crew  leaders,  field  reviewers,  enumerators,  and  the 
office  staff  in  an  office  in  which  such  a  program  is  con- 
ducted should  be  told  before  they  accept  employment 
that  some  of  them  will  be  called  upon  to  participate  actively 
in  the  program. 

4.  A  30-minute  investment  in  indoctrination  of  crew 
leaders  would  have  been  invaluable  in  developing  a  favor- 
able attitude  which  might  have  been  passed  on  to  field 
reviewers  and  enumerators. 

Enumerator  Observation 

1.  Some  enumerators  objected  to  being  accompanied 
for  a  variety  of  reasons.     One  of  the  most  common  was 
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that  the  Records  Clerk  was  being  paid  on  an  hourly  basis, 
while  the  enumerator,  who  was  on  piece  rates  and  "doing 
all  the  work,"  earned  less. 

2.  The  Records  Clerks  were  frequently  the  least  able 
of  the  people  that  the  crew  leader  hired,  because  he  used 
the  best  people  as  enumerators. 

3.  Many  enumerators  complained  of  the  inconvenience 
of  being  observed  and  stated  that  the  extra  pay  was  not 
sufficient  to  counteract  it. 

Crew-Leader  Observation 

1.  Stage  II  crew  leaders  frequently  avoided  the  Records 
Clerks.  Some  specific  incentive  would  be  needed  to 
insure  their  participation  in  the  program. 

2.  One  Records  Supervisor  felt  that  the  stage  I  and 
stage  II  crew  leaders  went  out  of  their  way  to  accumulate 
a  particularly  full  day' s  work  on  the  days  that  they  were 
to  be  observed. 

3.  It  was  impossible  for  one  Records  Supervisor  to  find 
out  which  crew  leaders  would  be  working  in  stage  II  until 
late  afternoon  of  the  day  before  he  was  to  train  the  Records 
Clerk.  Because  of  the  general  delay  in  stage  I,  it  is  likely 
that  other  offices  had  this  trouble  too,  and  this  situation 
was  a  potential  cause  of  missed  crew- leader  observations. 

Field  Reviewers 

The  greatest  resentment  in  the  program  was  found 
among  field  reviewers,  and  the  reason  most  often  given 
was  that  they  were  not  paid  for  completing  form  F-430, 
Daily  Record  of  Field  Reviewer.  Even  some  Records 
Supervisors  thought  that  field  reviewers  should  be  paid  a 
fee  for  completing  the  form.  Neither  these  Records 
Supervisors  nor  the  field  reviewers  themselves  seemed  to 
realize  that  field  reviewers  were  already  being  paid  $1.60 
per  hour  for  completing  this  form  while  they  were  acting 
as  field  reviewers.  When  they  took  piece-rate  enumeration 
assignments,  it  is  true  that  they  were  still  required  to 
complete  the  form  and  were  not  reimbursed  for  it.  Only 
about  three  entries  were  required  each  day  under  those 
circumstances,  however,  and  this  must  have  taken  less 
than  five  minutes. 


COST  OF  THE  PROGRAM 

The  estimated  cost  of  the  Special  Records  Program 
is  shown  in  the  listing  below.  It  excludes  salaries  of 
regular  members  of  the  Field  Methods  Research  Branch 
of  the  Field  Division  and  the  Management  Branch  of  the 
Budget  and  Management  Division.  Reported  costs  for  the 
field  work  of  the  program  were  so  much  lower  than  ex- 
pected that  it  seems  certain  that  some  Special  Records 
Program  activities  were  erroneously  charged  to  other 
census  projects.  Consequently,  the  field  costs  below  have 
been  increased  to  show  approximations  of  what  the  actual 
cost  must  have  been. 


In  addition  to  the  costs  listed  below,  the  Budget  and 
Management  Division  absorbed  the  cost  of  about  half  a 
man-year's  work  in  Washington  preparing  and  controlling 
the  program,  1  man- year  of  processing,  and  the  cost  of 
the  field  work  of  the  management  analysts.  The  Field 
Division  contributed  an  additional  5  man-years  of  profes- 
sional work  and  6  man-years  of  clerical  work. 

Total $193,000 

Administration 45,000 

Washington  staff  above  normal  level,  including 

travel,  leave,  overhead,  per  diem,  overtime  5,000 

Records  Supervisors,  including  leave  and 

overhead 30,000 

Washington  services,  including  forms 

design,  printing,  shipping,  miscellaneous...  2,000 

Communications ,....  4,000 

Publication  of  final  report 4,000 

Stage  I  Enumeration 60,000 

Records  Clerks  accompanying  enumerators, 

including  training,  mileage,  etc 45,000 

Coding  records  on  FOSDIC  sheets  (form 

F-452) 9,000 

Microfilming 1,000 

Preparation  of  tape  from  FOSDIC  sheets 

(form  F-452) 1,000 

Computer  work,  including  tape,  paper,  high- 
speed printer 3,000 

Xerox  copies  of  listing  books 1,000 

Stage  II  Enumeration 65,000 

Records  Clerks  accompanying  enumerators, 

including  training,  mileage,  etc 45,000 

Editing 2,000 

Clerical  work  in  preparation  for  punching....  3,000 

Card  punching  and  card-to-tape 3,000 

Machine  tabulation 1,000 

Computer  work,  including  tape,  paper,  high- 
speed printer 1,000 

Xerox  copies  of  listing  books 2,000 

Rental  of  offices  and  phones 8,000 

Crew  Leaders 22,000 

Records  Clerks  accompanying  crew  leaders 

before  enumeration 12,000 

Records  Clerks  accompanying  crew  leaders 

in  stage  I 5,000 

Records  Clerks  accompanying  crew  leaders 

in  stage  II 5,000 

Field  Reviewers 1,000 

Training  for  self- kept  records 1,000 


CHAPTER  VIII.    PROBLEMS  AND  RECOMMENDATIONS 


Listed  below  are  notes  about  deficiencies  in  the  program 
which  should  be  corrected  if  the  program  is  to  be  repeated. 

ENUMERATOR  RECORDS 

1.  A  substantial  sum  of  money  was  lost  because  records 
for  certain  enumerators  were  entirely  unusable.  This 
happened  because  the  records  were  incomplete  rather 
than  incorrect.  Some  enumerators  evidently  worked 
without  the  Records  Clerk  being  present.  Although  the 
reason  for  this  is  not  known  in  many  cases,  it  appears  that 
it  was  more  often  the  enumerators'  fault  than  the  Records 
Clerks'  (because  Records  Clerks  were  paid  only  for  periods 
when  they  observed  enumerators,  and  many  of  them  re- 
ported difficulty  in  obtaining  the  enumerators'  cooperation). 
It  might  help  to  hold  a  short  class  for  enumerators  and 
Records  Clerks  at  which  the  participants  would  be  intro- 
duced, the  importance  of  the  program  explained,  the  need 
for  cooperation  emphasized,  and  the  working  arrange- 
ment clarified.  The  presence  of  the  crew  leader  at  this 
meeting  would  be  desirable. 

The  timing  of  such  a  meeting  would  present  a  problem, 
because  assignments  to  the  Special  Records  Program  are 
generally  not  made  until  the  end  of  training  for  the  enu- 
meration, at  which  time  the  enumerator  is  to  start  enu- 
merating immediately.  If  a  meeting  were  held  then  for 
enumerators  in  the  Special  Records  Program,  the  results 
of  the  program  would  be  biased  because  those  enumerators 
would  get  a  late  start  in  enumeration.  If  the  meeting  were 
held  earlier,  it  would  not  be  certain  that  the  enumerator 
selected  would  finish  the  training  for  the  enumeration  and 
get  an  enumerator  assignment. 

2.  The  fact  that  the  records  obtained  for  11  percent  of 
housing  units  in  stage  I  and  19  percent  in  stage  II  required 
editing  suggests  that  it  would  be  profitable  to  have  the 
Records  Clerk  verify  that  a  complete  history  of  each  unit 
had  been  obtained  for  the  Special  Records  Program  and 
resolve  discrepancies  with  the  enumerator's  help.  Per- 
haps a  record  book  could  be  designed  for  the  Records 
Clerk  in  which  he  would  record  visits  for  each  unit  before 
he  submitted  his  daily  records. 

3.  Not  all  of  the  information  that  was  asked  for  on  the 
cover  of  forms  F-401  and  F-406  was  used. 

4.  No  attempt  was  made  to  isolate  the  time  required  to 
get  information  about  vacant  units  by  visiting  neighbors, 
cwners,  or  rental  agents. 

5.  There  was  no  procedure  for  handling  two  interviews 
at  one  location,   which  was  a  fairly  common  occurrence. 


6.  Instructions    and    training 
review  need  strengthening. 


for   reporting   on   field 


7.  Forms  F-404  and  F-405,  Daily  Summary  of  Enu- 
merator Activity,  which  were  used  to  prepare  the  daily 
wire  about  enumerator  earnings,  were  found  to  be  too  un- 
reliable for  use  in  preparing  the  data  on  results.  The 
actual  Records  Clerks'  forms  reporting  on  enumerators 
were  used  instead. 

8.  Interruption  time  during  an  interview  was  so  slight 
that  the  value  of  recording  it  is  questionable.  It  might  be 
better  to  leave  it  in  enumeration  time. 

9.  The  mileage  accounting  on  the  enumerator  forms 
was  poor.    Perhaps  more  columns  were  needed. 

10.  Variance  computations  should  have  been  performed 
on  a  computer  and  should  have  been  made  for  many  more, 
if  not  all,  items  in  the  tables.  This  was  not  done  for  the 
1960  Special  Records  Program  because  of  budgetary 
limitations. 


ADMINISTRATION 

1.  The  decision  as  to  whether  or  not  to  have  a  Special 
Records  Program  should  be  made  earlier  and  funds 
provided  for  it  in  the  initial  budget.  (Final  approval  did 
not  come  until  February  1960,  a  few  days  before  the  first 
memorandum  on  the  program  was  issued  to  field  offices.) 
The  program  was  resented  in  the  field  in  part  because  it 
was  a  late  appendage,  according  to  reports  from  District 
Supervisors. 

2.  It  might  be  better  to  send  Special  Records  Program 
training  materials  to  Records  Supervisors  before  the v 
come  to  training  so  that  they  will  have  a  head  start  on 
understanding  the  program.  On  the  other  hand,  they  might 
be  frightened  off  by  the  abundance  and  complexity  of 
materials.  An  alternative  might  be  to  have  them  under- 
take programed  learning  before  classroom  training. 


CREW-LEADER  AND  FIELD-REVIEWER  RECORDS 

1.  Self-reporting  by  field  reviewers  was  evidently  a 
mistake.  Even  though  these  records  cost  very  little  (extra 
training  for  field  reviewers  and  Washington  processing), 
they    were    apparently    not    worth   the   little   they   cost. 

2.  A  better  method  was  needed  for  controlling  the  re- 
ceipt in  the  District  Office  of  Special  Records  Program 
reports  on  crew-leader  activities. 

3.  If  Records  Clerks  had  followed  a  fixed  sample  of 
crew  leaders  instead  of  rotating  crew  leaders  daily,  it 
would  have  been  possible  to  measure  the  effectiveness  of 
crew  leaders  against  how  they  spent  their  time. 
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TABLES 


(See  table  of  contents  for  listing  of  titles) 


Tables  1-23. 
Tables  24-41. 
Tables  42-46. 

Tables  47-49. 
Tables  50-52. 
Tables  53-56. 
Tables  57-59. 
Tables  60-62. 


Stage  I  Enumerators 

Stage  II  Enumerators 

Crew-Leader  Activities  Before  Enumera- 
tion 

Crew-Leader    Activities    During    Stage    I 

Crew- Leader    Activities    During   Stage   II 

Field-Reviewer    Activities    During  Stage  I 

Field-Reviewer  Activities  During  Stage  II 

District  Office  Work 


NOTE:  In  some  of  the  tables,  detail  may  not  add  to  totals 
owing  to  rounding  procedure.  Leaders  (.  .  .)  in 
a  data  column  indicate  that  either  there  are  no 
cases  in  the  category  or  the  category  is  inapplica- 
ble. 


Standard  errors  due  to  sampling  variability  have  been 
computed  for  selected  items  and  are  shown  in  the  tables 
with  the  statistics  to  which  they  apply.  Because  the  data 
are  based  on  a  sample,  the  figures  shown  in  the  tables  are 
only  estimates  of  the  true  values.  The  chances  are  about 
2  out  of  3  that  the  actual  value  of  a  statistic  in  the  tables 
lies  somewhere  within  one  standard  error  of  the  value 
shown.  And  the  chances  are  about  9  out  of  10  that  the 
actual  value  lies  somewhere  within  two  standard  errors 
of  the  value  shown.  For  example,  in  the  case  of  a  propor- 
tion of  .14  with  a  standard  error  of  .02,  the  chances  are 
about  two  out  of  three  that  the  true  proportion  lies  some- 
where between  .12  and  .16,  and  the  chances  are  about  nine 
out  of  ten  that  the  true  proportion  lies  somewhere  between 
.10  and  .18. 
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Table  1 . —ENUMERATOR  TIME  FOR  HOUSING  UNIT  BY  KIND  OF  ACTIVITY:   STAGE  I 

(Time  shown  in  minutes) 


Activity 


All  areas 


Average 
time  per 
housing 

unit 


Standard 
error  of 
average 


Urban-block  areas 


Average 
time  per 
housing 
unit 


Standard 

error  of 

average 


Urban-nonblock  areas 


Average 
time  per 
housing 
unit 


Standard 

error  of 

average 


Rural  areas 


Average 
time  per 
housing 
unit 


Standard 

error  of 

average 


Total 

Between-housing-unit 

Wi thin-housing-unit 

Entry 

Introduction 

Interview1 

Interruption 

Sample2 

Leaving  house3 

Personal,  except  lunch 

Travel  to  and  from  field  review. . . . 

Field  review* 

Transcription  from  stage  I  FOSDIC 
book  to  stage  II  FOSDIC  book5 

Other 


16.7 

2.6 

8.1 
1.0 
0.8 
5.4 
0.1 

(*) 

0.7 

0.8 
0.2 
0.8 

3.8 
0.4 


0.2 
(*) 
(*) 

0.2 

(*) 
(*) 
(*) 


16.2 

2.2 

8.1 
1.1 

0.8 
5.4 
0.1 
0.1 
0.7 

0.7 

0.2 

0.8 

3.8 
0.4 


0.5 
0.1 

(*) 

0.3 

(*) 
(*) 
(*) 


16.5 

2.4 

8.1 
1.0 
0.8 
5.5 
0.1 
(*) 
0.7 

0.8 

0.1 

0.8 

3.8 

0.4 


0.3 
0.1 

(*) 

0.2 

(*) 

(*) 
0.1 


18.1 

3.8 

8.0 
0.9 
0.8 
5.4 
0.1 

(*) 

0.7 

0.9 
0.2 
0.8 

3.8 
0.5 


0.2 
0.1 

(*) 

0.2 

(*) 
(*) 
(*) 


*Less  than  .05. 

1Includes  estimated  time  spent  on  transcribing  Advance  Census  Report  information  to  FOSDIC  schedule  after  leaving 
unit. 

2Estimated  from  differences  between  average  leaving-house  time  for  sample  and  nonsample  units. 
3Total  leaving-house  time  less  estimated  sample  time. 

Includes  time  consumed  in  computing  payroll. 
5Not  measured;  estimated  from  established  standard;  in  general,  done  after  the  canvass  was  completed. 

Source:  Forms  F-401,  Record  of  Enumerator  Activities,  Stage  I. 


Table  2 . —WITHIN-HOUSEHOLD  TIME  IN  HOUSEHOLDS  COMPLETED  BY  INTERVIEW, 
PER  COMPLETED  HOUSEHOLD:   STAGE  I 

(Time  spent  in  group  quarters  such  as  institutions  and  hospitals  is  excluded) 


Enumerator  average 

Proportion  of  enumerators 

within-household  time 
(minutes) 

All 
enumerators 

Urban-block 
enumerators 

Urban-nonblock 
enumerators 

Rural 
enumerators 

Total 

4.0  -  4.9 

5.0  -  5.9 

6.0  -  6.9 

7.0  -  7.9 

1.00 

0.04 
0.05 
0.15 
0.25 
0.16 
0.10 
0.11 
0.06 
0.03 
0.04 

8.1 

0.2 

,1.00 

0.07 
0.07 
0.11 
0.25 
0.15 
0.12 
0.11 
0.05 
0.03 
0.04 

8.0 

0.4 

1.00 

0.01 
0.04 
0.22 
0.27 
0.13 
0.08 
0.10 
0.06 
0.04 
0.04 

8.1 

0.6 

1.00 

0.01 
0.03 
0.19 
0  21 

8.0  -  8.9 

0  23 

9.0  -  9.9 

0  10 

10.0  -  10.9 

11.0  -  11.9 

12.0  -  12.9 

0.10 
0.09 
0.01 

0  03 

Standard  error  of  mean 

8.5 
0  3 

Source:  Forms  F-401,  Record  of  Enumerator  Activities,  Stage  I. 
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1960  CENSUSES  OF  POPULATION  AND  HOUSING 

Table  3.— WITHIN-HOUSEHOLD  AND  INTERVIEW  TIME  PER  COMPLETED  HOUSEHOLD  BY  STATUS  OF  ADVANCE  CENSUS  REPORT: 


STAGE  I 


(Time  shown  in  minutes.  Excludes  time  for  unsuccessful  visits.  Excludes  vacant  units,  group  quarters  closeout  unit^ 
(where  enumerators  obtained  as  much  information  as  possible  from  neighbors,  building  managers,  etc^'and  then  closed 
the  case)  units  for  whxch  the  Advance  Census  Report  was  picked  up  and  transcribed  outside  the  unit  and  u^its  Tor 
household Tg  WSS  PeqUired  t0  mSke  a  CQmpletion-   Includes  time  fOT  transcription  of  Advance  Census'  Report  within 


Status  of 
Advance  Census  Report 


Esti- 
mated 
propor- 
tion of 
units 


All  areas 


Within-household  time  per 
completed  household 

Completed 

Partially  filled .. 

Searched  for  but  not  located 

Not  received — not  started  or 

status  unknown 

Interview  time  per 
completed  household 

Completed 

Partially  filled ] 

Searched  for  but  not  located. 
Not  received— not  started  or 
status  unknown 


0.59 

0.04 
0.01 

0.36 


0.59 
0.04 

0.01 

0.36 


Estimated 
time  per 
housing 
unit 


Standard 
error  of 
estimated 

time 


Urban-block  areas 


7.9 
9.1 
9.6 

8.2 


5.6 
6.5 
6.4 

5.7 


0.2 
0.4 
0.4 

0.3 


0.2 

0.4 
0.3 

0.3 


Estimated 
time  per 
housing 
unit 


7.7 
8.8 
9.9 

8.1 


5.4 
6.3 
6.8 

5.7 


Standard 

error  of 

estimated 

time 


Urban -nonblock 
areas 


0.4 
0.7 
0.7 

0.6 


0.2 
0.6 
0.5 


Estimated 
time  per 
housing 
unit 


Standard 

error  of 

estimated 

time 


Rural  areas 


0.5 


8.0 
9.3 
8.8 

8.0 


5.8 
6.9 
5.9 

5.7 


0.3 

0.6 
0.4 

0.3 


0.3 
0.5 
0.5 

0.2 


Estimated 
time  per 
housing 
unit 


Source:   Forms  F-401,  Record  of  Enumerator  Activities,  Stage  I. 


Table  4. -INTERVIEW  TIME  PER  HOUSING  UNIT  BY  NUMBER  OF  PERSONS 

IN  HOUSEHOLD  FOR  OCCUPIED  COMPLETED  HOUSING  UNITS  IN  WHICH 

THE  ADVANCE  CENSUS  REPORT  WAS  NOT  FILLED:   STAGE  I 

(Time  shown  in  minutes.   Time  spent  in  group  quarters 
such  as  institutions  and  hospitals  is  excluded.) 


Number  of  persons 

Average  interview  time 

in  household 

All 
areas 

Urban-block 
areas 

Urban -non - 
block  areas 

Rural 
areas 

1 

4.0 

4.9 

5.5 

6.2 

7.0 

8.1 

9.0 

10.0 

10.6 

13.4 

5.8 

3.9 
4.9 
5.6 
6.2 
7.1 
8.3 
9.1 
9.3 
11.1 
14.0 

5.7 

4.1 

4.8 

5.3 

6.0 

6.6 

7.6 

8.2 

11.1 

10.0 

12.7 

5.7 

2 

4.4 

3 

5.0 

4 

5.4 

5 

6.1 

6 

6.S 

7 

7.8 

8 

9.2 

9 

10.4 

10  or  more , 

10.1 

Mean  time,  all  households... 

12.3 
6.0 

8.3 
9.8 
9.6 

8.6 


5.9 
6.8 
6.0 

6.0 


Standard 

error  of 

estimated 

time 


0.2 

0.3 
0.2 

0.3 


0.3 
0.4 

0.1 

0.2 


Source:   Forms  F-401,  Record  of  Enumerator  Activities,  Stage  I. 
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Table   5 . —ENUMERATOR  ASSIGNMENTS  BY  BETWEEN-HOUSING-UNIT  TIME  PER  VISIT:      STAGE  I 
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Enumerator 
average  be- 
tween- nous ing - 
unit  time 

Estimated  proportion  of  enumerator  assignments  (EA's) 

All  EA's 

Urban-block  EA's 

Urban-nonblock  EA's 

Rural  EA's 

per  visit 
(minutes) 

All 
visits 

Visit 

1 

Visit 
2 

Later 
visits 

All 
visits 

Visit 
1 

Visit 
2 

Later 
visits 

All 
visits 

Visit 
1 

Visit 
2 

Later 
visits 

All 
visits 

Visit 

1 

Visit 
2 

Later 
visits 

Total 
0  -  0.9. . 

1.00 

0.08 
0,50 
0.30 
0.09 
0.02 
0.01 

2.0 



1,00 

0.12 
0.54 
0.24 
0.06 
0.02 
0.01 
1.8 

1.00 

0.01 
0.31 
0.35 
0.22 
0.05 
0.05 
2.5 

1.00 

0.08 
0.16 
0,34 
0.27 
0.08 
0.07 
2.7 

1.00 

0.10 
0.67 
0.22 
0.01 

1.6 

1.00 

0.17 
0.67 
0.16 

1.3 

1.00 

0.01 
0.43 
0.40 
0.15 

0.01 
2.1 

1.00 

0.08 
0.19 
0.45 
0.24 
0.03 
0.01 
2.4 

1.00 

0.06 
0.49 
0.39 
0.03 
0.01 
0.01 
1.8 

1.00 

0.11 
0.60 
0.23 
0.03 
0.01 
0.01 
1.6 

1.00 

0.02 
0.26 
0.39 
0.27 
0.04 
0.02 
2.5 

1.00 

0,11 
0.22 
0.17 
0.36 
0,07 
0.06 
2.8 

1.00 

0.12 
0.39 
0.33 
0.08 
0.07 
3.0 

1.00 

0.18 
0.45 
0.21 
0.10 
0.06 
2.8 

1.00 

0.06 
0.20 
0.34 
0.20 
0.19 
3.7 

1.00 
0.03 

1.0  -  1.9. . 

0.04 

2.0  -  2.9.. 
3.0  *  3.9.. 

0.23 
0.28 

4.0  -  4.9.. 

0.22 

5 . 0  and  over . . . 

0.20 
3.9 

Source:  Forms  F-401,  Record  of  Enumerator  Activities,  Stage  I. 


Table  6.— HOURLY  EARNINGS  OF  ENUMERATORS:  STAGE  I 

(When  more  than  one  enumerator  worked  in  an  enumerator  assignment,  earnings  were  com- 
puted as  if  all  work  had  been  done  by  one  enumerator.  Time  for  field  review  including 
travel,  and  payments  for  field  review,  are  excluded  from  earnings.  Includes  estimated 
transcription  time  and  payment  assumed  to  be  at  the  rate  of  $1.60  an  hour.) 


Proportion  of  enumerators 

Cumulative 

Average  hourly 
earnings 

All 
enumerators 

Urban-block 
enumerators 

Urban- 
nonblock 
enumerators 

Rural 
enumerators 

proportion 

of  all 
enumerators 

Less  than  $.90 

$.90  -  .99 

(*) 

0.02 
0,05 
0.14 
0.11 
0.13 
0.17 
0.14 
0.09 
0.07 
0.02 
0.01 
0.01 

(*) 

0.02 

0.02 

'  $1.41 

$0,03 

(*) 

0.06 
0.17 
0.08 
0.14 
0.21 
0.12 
0.06 
0.07 
0.03 

0.03 

0.03 

$1.40 

$0.04 

0.01 
0.06 
0.06 
0.13 
0.11 
0.13 
0.07 
0.16 
0.09 
0.14 

0.02 
0.01 

(*) 

$1.42 
$0.06 

0.03 
0.02 
0.08 
0.17 
0.11 
0.18 
0.16 
0.17 
0.04 
0.01 
0.01 
0.02 

(*) 

$1.42 
$0.03 

(*) 

0.02 

1.00  -  1.09 

0.07 

1.10  -  1.19 

0  21 

1.20  -  1.29 

0.32 

1 . 30  -  1 . 39 

0.45 

1.40  -  1.49 

0.62 

1.50  -  1.59 

0  .76 

1.60  -  1.69 

0  85 

1.70  -  1.79 

0  92 

1.80  -  1.89 

0  94 

1.90  -  1.99 

0  95 

2.00  -  2.09 

0.96 
0  96 

2.10  -  2.19 

2.20  -  2.29 

0  98 

1.00 

Standard  error  of 

*Less  than  .005. 

Source:   Forms  F-401,  Record  of  Enumerator  Activities,  Stage 
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Table  7.— HOURLY  EARNINGS  OF  ENUMERATORS  BY  SELECTED  CHARACTERISTICS:  STAGE  I 
(Time  for  field  review  including  travel,  and  payment  for  field  review,  are  excluded  from  average  hourly  earnings.) 


Characteristic 

Propor- 
tion of 
enumer- 
ators 

Average 
hourly 
earn- 
ings 

Average 
number  of 

persons 
per  house- 
hold 

Characteristic 

Propor- 
tion of 
enumer- 
ators 

Average 
hourly 
earn- 
ings 

Within -household  time  in 

Sex2 

completed  households  per 

completed  household1 

(minutes) 

4.0  -  5.9 

0.09 

$1.90 

2.8 

0.18 
0.82 

$1.32 
1.43 

6.0  -  7.9 

8.0  -  9.9 

0.40 
0.26 

1.52 
1.37 

3.0 
3.2 

Qualification  test  score2 

10.0  -  11.9 

0.17 
0.07 

1.16 
1.09 

3.0 
3.2 

Less  than  20-10 

0.76 
0.24 

12 . 0  or  more 

1.46 

1.27 

Between-household  time  for 

all  households  per 

Education3 

household  (minutes) 

2.0  -  3.9 

4.0  -  5.9 

0.28 
0.60 
0.10 

1.53 
1.39 
1.31 

0.03 
0.52 
0.45 

1.16 
1.46 
1.39 

6.0  -  7.9 

8.0  -  9.9 

0.02 
(*) 

1.15 
1.09 

Referral  status 

Area  of  EA 

0.33 

1.39 

(square  miles) 

0.27 

1.37 

0.28 

1.40 

0.40 

1.45 

.05  -  .09 

.10  -  .49 

0.12 
0.26 

1.31 
1.45 

Age 

.50  -  .99 

0.10 

1.42 

0.26 

1.50 

1.00  -  4.99 

0.11 

1.52 

30-39 

0.31 

1.52 

5.00  -  9.99 

0.04 

1.41 

40-49 

0.28 

1.32 

10.00  -  49.99 

0.07 

1.41 

50-59 

0.08 

1.29 

50 .00  or  more 

0.02 

1.20 

0.07 

1.22 

*Less  than  .005. 

^■Excludes  group  quarters  and  housing  units  not  completed  by  personal  interview. 
2The  difference  in  earnings  exceeds  2  standard  errors. 

3The  difference  in  earnings  between  the  first  2  groups  exceeds  4  standard  errors;  the  difference  between  the  first 
and  third  group  exceeds  3  standard  errors. 

Sources:  Forms  F-401,  Record  of  Enumerator  Activities,  Stage  I;  F-207,  Field  Employee  Selection  Aid;  BC-57a, 
Application  for  Excepted  Employment  in  the  Field  Service;  F-206,  Notice  of  Report  for  Test;  ED  maps. 


Table  8.— HOUSING  UNITS  LISTED  AND  COMPLETED 
EACH  DAY  OF  THE  ENUMERATION:   STAGE  I 


Enumer- 
ation 
day1 

Calendar 
day 

Proportion  of 
housing  units 

Cumulative 
proportion  of 
housing  units 

Listed 

Completed 

Listed 

Completed 

1 

March  31 

April  1 

2 

4 

5 

6 
7 
8 
9 
11 

12 
13 
14 
15 
16 
18 
19  or  later 

0.01 
0.09 
0.07 
0.09 
0.10 

0.11 
0.11 
0.09 
0.05 
0.09 

0.06 
0.05 
0.02 
0.02 
0.01 
0.01 
0.02 

0.01 
0.07 
0.07 
0.09 
0.09 

0.11 
0.10 
0.09 
0.06 
0.09 

0.07 
0.05 
0.03 
0.02 
0.01 
0.01 
0.03 

0.01 
0.10 
0.17 
0.26 
0.36 

0.47 
0.58 
0.67 
0.72 
0.81 

0.87 
0.92 
0.94 
0.96 
0.97 
0.98 
1.00 

0.01 
0.08 
0.15 
0.24 
0.33 

0.44 
0  54 

2 

3 

4 

5 

6 

7 

8 

0.63 
0.69 
0.78 

0  85 

9 

10 

11 

12 

0.90 
0  93 

13 

14 

0  95 

15 

0  96 

16 

0.97 
1.00 

17  or  later 

■"■Sundays  excluded. 


Source: 
Stage  I. 


Forms  F-401,  Record  of  Enumerator  Activities, 


Table  9 . —ENUMERATOR  ASSIGNMENTS  BY 
NUMBER  OF  COMPLETED  HOUSING 
UNITS  PER  WORKDAY:  STAGE  I 

(A  workday  is  a  day  on  which  any 
enumeration  was  done.  Days  on  which 
only  field  review  or  transcription 
were  done  are  excluded.) 


Average  number  of 

Proportion  of 

completed  housing 

enumerator 

units  per  workday 

assignments 

Total 

1.00 

0.01 

10  -  14 

0.03 

15  -  19 

0.04 

20  -  24 

0.13 

25  -  29 

0.20 

30  -  34 

0.25 

35  -  39 

0.14 

40  or  more 

0.20 

Mean  units  per  day 

31.6 

Source:   Forms  F-401,  Record  of 
Enumerator  Activities,  Stage  I. 
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Table  10.— ENUMERATORS  BY  LENGTH  OF  WORKDAY:   STAGE  I 

(A  workday  is  a  day  on  which  any  enumeration  was  done. 
Days  on  which  only  field  review  or  transcription  were 
done  are  excluded . ) 


Table  12 . — NONENUMERATION  DAYS  BY  REASON:  STAGE  I 


Average  length  of 
workday  in  hours1 


All  enumerators 


Less  than  4.0. 


4.0 
5.0 
6.0 
7.0 
8.0 


4.9. 
5.9. 
6.9, 
7.9. 
8.9. 


9.0  or  more. 


Average  workday  (in  hours) 


Proportion  of  enumerators 


All 
areas 


1.00 

0.04 
0.13 
0.27 
0.26 
0.19 
0.08 
0.02 

6.2 


Urban- 
block 
areas 


1.00 

0.04 
0.16 
0.29 
0.29 
0.13 
0.08 


6.1 


Urban - 

nonblock 

areas 


1.00 

0.07 
0.10 
0.23 
0.21 
0.24 
0.12 
0.03 

6.5 


Rural 
areas 


1.00 

0.01 

0.09 
0.26 
0.24 
0.28 
0.06 
0.06 

6.6 


^•Excludes  transcription  time,  field-review  time,  and 
travel  time  to  and  from  work.  Includes  personal  time  ex- 
cept for  lunch. 

Source:  Forms  F-401,  Record  of  Enumerator  Activities, 
Stage  I. 


Reason  for  nonenumeration  day 

Estimated 
proportion 

of  non- 
enumeration 
days 

Enumerator  had  field  review  and  did  no 

0.07 

Enumerator  resigned;  replacement  not 
Bad  weather 

0.22 
0.17 

0.10 

0.30 
0.14 

Source:  Forms  F-401,  Record  of  Enumerator  Activities, 
Stage  I. 


Table  11.— WORKDAYS  REQUIRED  TO  COMPLETE 
ENUMERATOR  ASSIGNMENTS:  STAGE  I 

(A  workday  is  a  day  on  which  any  enumeration  was  done. 
Days  on  which  only  field  review  or  transcription  were 
done  are  excluded . ) 


Number  of  workdays 

Proportion 

of  assignments 

for  completion  of 
enumerator 
assignments 

All 
areas 

Urban- 
block 
areas 

Urban- 

nonblock 

areas 

Rural 
areas 

All  assignments . . 
4 

1.00 

0.03 
0.02 
0.01 
0.03 
0.09 

0.12 
0,10 
0.19 
0.16 
0.07 

0.05 
0.06 
0.02 
0.03 
0.01 

0.01 
(*) 

10.0 

1.00 

0.01 
0.03 

0.03 
0.14 

0.16 
0.11 
0.13 
0.19 
0.06 

0.04 
0.06 
0.01 
0.03 

9.7  \ 

1.00 
0.06 

0.04 
0.04 
0.04 

0.04 
0.08 
0.28 
0.17 
0.07 

0.04 
0.05 
0.04 
0.03 
0.01 

(;) 
9.9 

1.00 

0.03 

(*) 

0.01 

5 

6 

0  01 

7 

0.02 

8 

0.07 

9 

0.11 

10 

0.23 

11 

0.10 

12 

0.10 

13 

0.09 

14 

0.07 

15 

0.04 

16 

0.03 

17 

18 

0.03 
0.03 

0.01 

Mean  number  of  days. . . . 

11.0 

*Less  than  .005. 


Table  13 . —ENUMERATORS  BY  LENGTH  OF  SORTIE:  STAGE  I 

(A  sortie  is  defined  as  a  stretch  of  time,  unbroken  by 
more  than  one  hour  of  personal  time,  spent  by  an  enumer- 
ator in  the  enumerator  assignment.) 


Average  length  of 
sortie  in  hours 


All  enumerators. 

Under  1  hour 

1.0  -  1.9 

2.0  -  2.9 

3.0  -  3.9 

4.0  -  4.9 

5.0  -  5.9 

6.0  -  6.9 

7.0  -  7.9 

8.0  or  more 


Proportion  of  enumerators 


All 
areas 


1.00 

0.04 
0.13 
0.32 
0.21 
0.13 
0.09 
0.06 
0.01 


Urban- 
block 
areas 


1.00 

0.04 
0.12 
0.41 
0.21 
0.08 
0.07 
0.07 


Urban- 

nonblock 

areas 


1.00 


Rural 
areas 


1.00 


0.06 

0.24 

0.07 

0.24 

0.17 

0.22 

0.21 

0.13 

0.26 

0.05 

0.19 

0.04 

0.05 

0.01 

0.05 

Source : 
Stage  I. 


Forms  F-401,  Record  of  Enumerator  Activity, 


Source:  Forms  F-401,  Record  of  Enumerator  Activity, 
Stage  I. 
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Table  14. — ENUMERATOR  ASSIGNMENTS  BY  TRAVEL  TIME  TO  OR  FROM  ENUMERATION:   STAGE  I 


Proportion  of  enumerator  assignments  (EA's) 

Average  one-way  travel  time  in  minutes 

All  EA's 

Urban-block 
EA's 

Urban-nonblock  . 
EA's 

Rural  EA's 

Total 

1.00            1.00 

0.01            0.02 
0.26            0.25 
0.26            0..25 
0.19            0.18 
0.13            0.14 
Q..02            0..02 
0.07            Q..10 
0.06            0.06 

17; 1            17.9 

1.2            2.1 

h — . . 

1.00 

0.01 
0.38 
0.27 
0.19 
0.05 
0.01 

0.08 

14.6 

1...8. 

1  00 

0.01 
0.17 

5-9 

10  -  14. 

0.29 
0.21 

0.1S 
0.05 

0.05 
0.05 

17  6 

15-19 , 

Standard  error  of  mean,  one.-way  travel  time 

, . 1 . m. : — m                                             , 

1.1 

Source:  Forms.  F-401:, .  Record.. of  Enumerator  Activities,  Stage  I. 


Table-:  15^.— TOTAL  CALLS:  AND  COMPLETION  RATES  ON  FIRST  CALL  BY  TIME  OF  DAY:  STAGE  I 


rime  interval 


ProportioB 
of  calls 


First 
calls 


Call- 
backs 


Completion  rate1  on  first  call 


All 
areas 


Urban- 
block 
areas 


Urban- 

nonblock 

areas 


Rural 
areas 


Standard 
error  of 
completion 
rate  for 
all  areas 


Total,. 

Before'  8:00  am. .  . 

8:00  -  8:59 

9:00  -  9:59 

10:00  -  10:59 

11:00  -  11:59 

12:00  -  12:59  pm. 

1:00  -  1:59 

2:00  -  2:59 

3:00  -  3:59 

4:00  -  4:59 

5:00  -  5:59 

6:00  -  6:59 

7:00  -  7:59 

8:00  -  8:59 

9:00  -  9:59 

10:00  or  after... 


1.00 

(*) 

0.01 
0.08 
0.12 
0.13 

0.08 
0.11 

Q.xj 
0.10 

0.05 
0.02 
0.01 
0.01 

(*) 
(*) 


1.00 
0.03 

r  j_o 

.07 
.05 

.04 

.04 

.05 

-.05 

0.08 

0.11 
0.14 
0.13 
0.07 
0.02 

0.01 


0.72 

0.93 
0.74 
0.73 
0.71 
0.70 

0.71 
0.71 
0.69 
0.72 

0.74 

0.80 
0.81 
0.81 
0.78 
0.74 

0.92 


0.69 

1,00 
0.69 
0.71 
0.68 
0.68 

0.69 
0.67 
0.65 
0.69 

0.71 

0.79 
0.79 
0.79 
0.76 

0.72 

0.93 


0.74 


0.76 


0.46 

0.85 

0.78  ' 

0,75 

0.74 

0.77 

0.74 

0.75 

0.71 

0.75 

0.71 

0..74 

0.74 

0.77 

0.70 

0.75 

0.74 

0.76 

0.79 

0.81 

0.80 

0.85 

0.84 

0.82 

0.84 

0.86 

0.83 

0.81 

0.85 

0.72 

0.68 


0.52 


0.01 

0.08 
0.03 
0.03 
0.02 
0.02 

0.02 
0.02 
0.01 
0.02 
0.01 

0.02 
0.02 
0.02 
0.03 
0.19 

0.10 


*Less  than  .005. 
Includes  closeout  procedure  cases  and  cases  where  the  enumerator  determined  the  unit  was  vacant  and  made  no  further 
attempt.   Closeouts  amounted  to  about  one  percent  of  first  calls  and  vacant  units  to  about  six  percent  of  first  calls. 

Source:   Forms  F-401,  Record  of  Enumerator  Activities,  Stage  I. 
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Table  16 . —ENUMERATOR  ASSIGNMENTS  BY  PROPORTION  OF  HOUSING  UNITS 
COMPLETED  ON  FIRST  VISIT:   STAGE  I 


Proportion  of  housing  units 
completed  on  first  visit1 

Proportion  of  enumerator  assignments 

All 
areas 

Urban- 
block 
areas 

Urban- 

nonblock 

areas 

Rural 
areas 

Total 

1.00 

0.02 
0.13 
0.50 
0.31 
0.03 
0.01 

1.00 

0.01 
0.05 
0.46 
0.41 

0.05 
0.02 

1.00 

0.03 
0.16 
0.54 
0.23 
0.04 

1.00 

0.04 

.80  -  .89 

0.27 

.70  -  .79 

0.56 

.60  -  .69 

0.13 

.50  -  .59 

(*) 

*Less  than  .005. 

lIncludes  closeout  procedure  cases  and  cases  where  the  enumerator  determined  the 
unit  was  vacant  and  made  no  further  attempt. 

Source:  Forms  F-401,  Record  of  Enumerator  Activities,  Stage  I. 


Table  17.— OCCUPIED  HOUSING  UNITS  BY  COMPLETION  STATUS  OF  ADVANCE  CENSUS  REPORT:   STAGE  I 

(Housing  units  not  completed  by  personal  interview  or  by  transcription  from  Advance  Census  Report  are  excluded,  as  are 

group  quarters . ) 


Status  of 
Advance  Census  Report 


All  areas 


Estimated 

proportion 

of  units 


Standard 
error  of 
propor- 
tion 


Urban-block  areas 


Estimated 

proportion 

of  units 


Standard 

error  of 

prop  or 

tion 


Urban-nonblock  areas 


Estimated 

proportion 

of  units 


Standard 
error  of 
propor- 
tion 


Rural  areas 


Estimated 

proportion 

of  units 


Standard 
error  of 

propor- 
tion 


Total. 


Completed 

Partially  filled 

Searched  for  but  not  located . . 
Not  received  -  not  started  or 
status  unknown 


1.00 

0.59 
0.04 
0.01 

0.36 


0.02 
(*) 
(*) 

0.03 


1.00 

0.53 
0.04 
0.02 

0,41 


0,03 

0.01 

(*) 

0.05 


1.00 

0.70 
0.03 
0.02 

0.25 


0.01 
0.01 

(*) 

0.02 


1.00 

0.62 
0.04 
0.01 

0.33 


0.04 
(*) 
(*) 

0.02 


*Less  than  .005. 

Source:  Forms  F-401,  Record  of  Enumerator  Activities,  Stage  I. 


Table  18.— HOUSING  UNITS  BY  METHOD  OF  COMPLETION:  STAGE  I 
(Group  quarters  such  as  institutions  and  hospitals  are  excluded.) 


,  ,,■''■'■  ... ,  ,",  '  ■  ■  b  ■'  ■■..  .".  '  y= 

All  areas 

Urban-block  areas 

Urban-nonblock  areas 

Rural  areas 

Method  of  complete 

Proportion 
of  housing 
units 

Standard 
error  of 
apsar- 
tioa 

Proportion 
of  housing 

units 

Standard 
error  of 
propor- 
tion 

Proportion  i 
of  housing  | 
units 

Standard 
error  of 
prop or-  : 

tion 

Proportion 
of  -housing 
units 

Standard 
error  of 
propor- 
tion 

Total 

1.00 
0.82 

0.06 

0.03 
0.07 

0.02 

0.02 

0.01 

(*) 

0.01 

(*) 

1.00 
0-81 

0.07 
0.05 
0.05 
0.02 

0.04 

0.02 

0.01 

0.01 

(*) 

1.00 
0.86 

0.06 
0.02 
0.06 
0,01 

0.01  | 

0.01 

(*) 

0.01 

<*) 

■ 

l.oo  ; 

C.81 

0.05 
0.02 
0.10 
0.01 

0.02 

Personal  interview  but 
partial  completion  by  Advance 
Census  Report  transcription 
at  home 

0.02 

(*) 

0,01 

All  other  types  of  completion.. 

(*) 

-Less  than   .005. 


Source:     Forms  F-401,  Record  of  Enumerator  Activities;   F-201,   Listing  Book, 
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Table  19.— HOUSING  UNITS'  BY  NUMBER  OF  TIMES  VISITED:   STAGE  I 
(Group  quarters  such  as  institutions  and.  hospitals  are  excluded) 


Housing  units  excluding  vacant 

Proportion  of  housing  units 
including  vacant 

Number 
of 

All  areas 

Urban- block 
areas 

Urban-nonblock 
areas 

Rural  areas 

visits 

Propor- 
tion of 
units 

Standard 
error  of 
propor- 
tion 

Propor- 
tion of 
units 

Standard 
error  of 
propor- 
tion 

Propor- 
tion of 
units 

Standard 
error  of 
propor- 
tion 

Propor- 
tion of 
units 

Standard 
error  of 
propor- 
tion 

All 
areas 

Urban- 
block 
areas 

Urban- 
nonblock 
areas 

Rural 
areas 

Total.. 
1 

1.00 

0.71 
0.23 
0.05 
0.01 
(*) 

0.02 

0.01 

(*) 
(*) 
(*) 

1.00 

0.69 
0.24 
0.05 
0.01 
(*) 

0.03 

0.02 

0.01 

(*) 

(*) 

1.00 

0.73 
0.23 
0.03 

(*) 
(*) 

0.05 

0.02 

(*) 

(*) 

(*) 

1.00 

0.76 

0.20 

0.03 

(*) 

(*) 

0.02 

0.01 

(*) 
(*) 
(*) 

1.00 

0.73 
0.22 
0.04 
0.01 
(*) 

1.34 

1.00 

0.70 
0.23 
0.05 
0.01 
(*) 

1.38 

1.00 

0.74 

0.22 

0.03 

(*) 

(*) 

1.30 

1.00 
0.78 

2 

0.18 

3 

0.03 

4 

(*) 
(*) 

1.26 

5 

Average 
number  of 
visits. . . 

*Less  than  .005. 

Source:   Forms  F-401,  Record  of  Enumerator  Activities,  Stage  I, 


Table  20.— HOUSING  UNITS  BY  COMPLETION  STATUS  ON  FIRST  VISIT  BY  TYPE  OF  AREA 
AND  NUMBER  OF  PERSONS  IN  UNIT:  STAGE  I 

(Group  quarters  such  as  institutions  and  hospitals  are  excluded) 


Type  of  area  and  number 
of  persons  in  unit 


Completion  status  on  first  visit 


Total 


Completed 


Total 


By  inter- 
view or 
transcribing 
from  Advance 
Census  Report 
in  household 


By  picking 
up  Advance 
Census  Re- 
port and 
transcrib- 
ing at  home 


By 

close- 
out 

proce- 
dure 


Vacant 


Not  com- 
pleted 


All  occupied  units. 


1.00 


Urban-block  areas . 

Urban-nonblock  areas. 
Rural  areas 


,00 
,00 
,00 


All  units. 


1.00 


Urban-block  areas 
Urban-nonblock  areas. 
Rural  areas 


00 
00 


Number  of  persons  in  unit 

0  (vacant) 

1 

2 

3 

4 

5 

6 


7  or  more. 


1.00 


1.00 
1.00 
1.00 
1.00 
1.00 
1.00 
1.00 
1.00 


0.71 

0.69 
0.73 
0.76 

0.73 

0.70 
0.74 
0.78 


0.89 
0.61 
0.68 
0.71 
0.75 
0.80 
0.81 
0.84 


0.65 

0.62 
0.68 
0.71 

0.61 

0.58 
0.64 
0.63 


0.53 
0.62 
0.64 
0.70 
•  0.74 
0..75 
0.80 


0.05 

0.05 
0.04 
0.04 

0.04 

0.05 
0.04 
0.04 


0.04 
0.04 
0.05 
0.04 
0.05 
0.06 
0.03 


0.01 

0.02 
0.01 
0.01 

0.01 

0.02 
0.01 
0.01 


0.04 
0.02 
0.02 
0.01 
0.01 

(*) 

0.01 


0-06 

0.05 
0.05 
0.10 


0.89 


0.29 

0.31 
0.27 
0.24 

0.27 

0.30 
0.26 
0.22 


0.11 
0.39 
0.32 
0.29 
0.25 
0.20 
0.19 
0.16 


*Less  than  .005. 

Source:   Forms  F-401,  Record  of  Enumerator  Activities,  Stage  I 
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Average  miles 
traveled  per 
field  review 

Proportion  of  enumerators 

All 
areas 

Urban-block 
areas 

Urban-nonblock 
areas 

Rural 
areas 

Total 

1.00 

1.00 

1.00 

1.00 

0 

0.51 

0.68 

0.29 

0.28 

1 

-  4.9 

0.31 

0.23 

0.53 

0.34 

5 

-  9.9 

0.10 

0.06 

0.11 

Q.19 

10 

0.05 

0.03 

0.03 

0.10 

15 

0.03 

0.05 

0.08 

Source:  Forms.  F-401,  Record  of  Enumerator  Activities,  Stage  I. 


Table  22.— ENUMERATOR  TRAVEL  TIME  PER  FIELD  REVIEW:  STAGE  I 


Average  travel  time 
per  field  review 
(minutes) 

Proportion  of  enumerators 

All 
areas 

Urban -block 
areas 

Urban-nonblock 
areas 

Rural 
areas 

Total 

1.00 

0.21 
0.14 
0.11 
0.11 
0.12 
0.08 
0.07 
0.05 
0.01 
0.03 
0.02 
0.01 
0.03 

1.00 

0.26 
0.15 
0.09 
0.05 
0.14 
0.05 
0.10 
0.07 

0.04 
0.03 
0.01 
0.01 

1.00 

0.12 
0.19 
0.20 
0.25 
0.03 
0.13 
0.01 
0.02 

0.03 
0.03 

1.00 

6  -  10 

0.16 
0.06 

11  -  15 

0.08 

16  -  20 

0.16 

21  -  25 

0.15 

26  -  30 

0.13 

31  -  35 

0.05 

36  -  40 

0.02 

41  -  45 

0.05 

46  -  50 

0.03 

51  -  55 

0.03 

56  -  60 

0.01 

0.06 

Record  of  Enumerator  Activities,  Stage  I. 


Table  23.— TIME  SPENT  PER  ENUMERATOR  ON  FIELD-REVIEW  ACTIVITIES:   STAGE  I 

(In  minutes) 


Field-review  activity 


Average  time  per  enumerator 


All 
reviews 


First 
review 


Second 
review 


Third 
review 


Final 
review 


Total  time  spent  on  all  field-review  activities. 
Traveling  to  and  from  field  review 


Field-review  time 

Waiting  for  field  review 

Being  reviewed  and  correcting  books 

Instruction  and  practice  for  transcription. 
Other  activities 


Payroll-computation  time. 


311 
50 

231 
24 

164 

7 

36 

30 


111 
20 

92 

8 
70 

4 
10 


34 


26 

2 

17 

3 

4 


7 
2 

5 

(*) 

4 

1 

(*) 


159 

21 

108 
13 
74 

21 

30 


*Less  than  0.5. 

Source:  Forms  F-401,  Record  of  Enumerator  Activities,  Stage  I. 
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Table  24 . —ENUMERATOR  TIME  PER  HOUSING  UNIT  BY  KIND  OF  ACTIVITY:   STAGE  II 

(Time  shown  in  minutes) 


Activity 


Average  time  per  housing  unit 


All  areas 


Urban-block 
areas 


Urban-nonblock 
areas 


Rural  areas 


Total 23.2 

Transcription 

Personal-visit  enumeration 

Between-housing-unit 

Wi thin-housing-unit 

Entry 

Introduction 

Housing  items 

Population  items 

Interruptions 

Leaving  house 

Telephone  enumeration 

Personal,  except  lunch 

Travel  to  and  from  field  review. 

Field  review 

Other 

*Less  than  .05. 
Source:   Forms  F-406,  Daily  Record  of  Enumerator  Activities,  Stage  II. 


5.6 

1.6 

4.0 
0.7 
0.2 
0.8 
2.0 
0.1 
0.2 

2.6 

1.8 

0.2 

1.4 

2.9 


23.2 

7.7 

6.1 
1.6 
4.5 
0.9 
0.2 
0.8 
2.4 
0.1 
0.2 

2.8 

1.8 
0.2 
1.4 
3.3 


22.7 


10.4 


23.8 


9.7 


3.Q 

6.1 

1.1 

2.2 

2.7 

4.0 

0.5 

0.6 

0.2 

0.2 

0.6 

0.9 

1.4 

2.0 

(*) 

0.1 

0.1 

0.2 

2.8 

2.2 

1.7 

1.8 

0.2 

0.2 

1.3 

1.4 

2.5 

2.4 

Table  25.— WITHIN -HOUSEHOLD  TIME  BY  HOUSEHOLD  QUESTIONNAIRE  STATUS  AND  ACTIVITY  FOR  OCCUPIED  UNITS 

COMPLETED  BY  PERSONAL  VISIT  ONLY:  STAGE  II 

(Time  shown  in  minutes) 


Household  questionnaire  status  and  activity 


Average  time  per  household 


.All  areas 


Urban- block 
areas 


Urban-nonblock 
areas 


Rural  areas 


Y/i thin-household  time  when  a  complete  interview 
was  required1 


Entry 

Introduction 

Housing  items 

Population  items.. 
Interrupt!  cms .  .  .  . 
Leaving  house... . . 


Within-household  time  when  a  partial  interview 
was  required2 


Entry 

Introducticr 

Housing  iter-! 
Population  items. 
Interruption 
Leaving  house 


19.7 


1.1 
3.8 
11.8 
0.3 
0.9 


12.0 

1.3 
0.8 
2.1 
7.0 
0.1 
0.7 


18.8 

1.9 
1.0 
3.4 
U.3 
0.3 
0.9 


11.8 

1.4 
0.8 
1.9 
6.9 

0.7 


20.1 

2.1 
1.1 
4,0 
11..  9 
0.2 
0.9 


10.7 


22.6 

1.6 
1.3 
5.1 
13.3 
0.3 
1.0 


12.9 


1.4 

x.l 

o..s  ; 

0.8 

1.8 

2.6 

6.0 

7.5 

o.i 

0.2 

0.6 

,  no  household  questionnaire  received. 
2I.e.,  a  pa;       completed  household  questionnaire  received. 

Source:  Forms  F-406,  Daily  Record  of  Enumerator  Activities,  Stagt 
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1960  CENSUSES  OF  POPULATION  AND  HOUSING 

Table  27 . —ENUMERATOR  ASSIGNMENTS  BY  BETWEEN -HOUSING -UNIT  TIME:   STAGE  II 


Estimated  proportion  of  enumerator  assignments 

Average  between-housing-unit 

time  on  all  visits 

(minutes) 

All  areas 

Urban-block 
areas 

Urban-nonbl ock 
areas 

Rural  areas 

Total 

1.00 

1.00 

1.00 

1.00 

0  -  0.9 

0.03 

0.04 

0.05 

... 

1.0  -  1.9 

0.08 

0.11 

0.06 

0.02 

2.0  -  2.9 

0-27 

0.36 

0.22 

0.11 

3.0  -  3.9 ■ 

0.19 

0.18 

0.29 

0.12 

4.0  -  4.9 

0.19 

0.20 

0.16 

0.18 

5.0  -  5.9 

0.09 

0.08 

0.10 

0.10 

6.0  -  6.9 

0.05 
0.03 

0.01 

0.07 
0.04 

0.11 

7.0  -  7.9 

0.11 

8.0  -  8.9 

0.02 

... 

0.01 

0.09 

9.0  -  9.9 

0.01 

... 

... 

0.03 

10.0  -  10.9 

0.03 

0.01 

0.11 

Mean  between-housing-unit 

3.6 

2.9 

3.6 

5.8 

Standard  error  of  the  mean.... 

0.2 

0.2 

0.2 

0.4 

Source:  Forms  F-406,  Daily  Record  of  Enumerator  Activities,  Stage  II. 


Table  28.— TRANSCRIPTION  TIME  FOR  COMPLETED  HOUSEHOLD  QUESTIONNAIRE  BY  OPERATION:   STAGE  II 

(Time  shown  in  minutes) 


Average  actual  time 

Normal  time 

Operation 

All 
areas 

Urban- 
block 
areas 

Urban- 
nonbl  ock 
areas 

Rural 
areas 

All 
areas 

Urban- 
block 
areas 

Urban- 
nonbl  ock 
areas 

Rural 
areas 

Total 

10.7 

0.7 
1.7 

8.3 

11.0 

0.7 
1.6 

8.8 

9.8 

0.7 
1.6 

7.4 

10.8 

0.7 
1.9 

8.1 

9.5 

0.6 
1.5 

7.4 

9.8 

0.6 
1.4 

7.8 

8.8 

0.6 
1.5 

6.7 

9  4 

Open  and  position  questionnaire; 
open  enumeration  book  to  the 
correct  FOSDIC  schedule 

0  6 

Transcribe  housing  information  from 
questionnaire  to  FOSDIC  schedule . . . 

Transcribe  population  information 
from  questionnaire  to  FOSDIC 

1.7 
7.1 

1Includes  time  for  marking  method  of  completion  and  number  of  persons  in  the  listing  book  for  completed  housing 
units.   From  a  smaller  sample  this  was  estimated  to  be  0.3  minutes. 

Source:   Forms  F-448,  Observation  of  Transcriptions  and  Followups. 


Table  29. —TRANSCRIPTION  TIME  FOR  INCOMPLETE  HOUSEHOLD  QUESTIONNAIRES  BY  OPERATION:   STAGE  II 

(Time  shown  in  minutes) 


Average  actual  time 

Normal  time 

Operation 

All 
areas 

Urban- 
block 
areas 

Urban- 
nonbl  ock 
areas 

Rural 
areas 

All 
areas 

Urban- 
block 
areas 

Urban- 

nonblock 

areas 

Rural 
areas 

Total. . . : 

10.1 

0.8 
1.7 

7.3 
0.4 

9.8 

0.7 
1.6 

7.1 
0.4 

10.7 

0.9 
1.8 

7.6 
0.3 

10.4 

0.8 
1.8 

7.3 
0.5 

9.4 

0.7 
1.5 

6.8 
0.4 

9.5 

0.6 
1.5 

7.0 
0.4 

9.3 

0.8 
1.6 

6.6 
0.3 

9.4 

0.7 
1.6 

6.6 
0.5 

Open  and  position  questionnaire; 
open  enumeration  book  to  the 

Transcribe  housing  information  from 
questionnaire  to  FOSDIC  schedule1.. 

Transcribe  population  information 
from  questionnaire  to  FOSDIC 

Mark  listing  book  for  units 

1 Includes  time  for  circling  question  numbers  for  missing  items  in  the  margin  of  the  FOSDIC  schedule. 
Source:  Forms  F-44-8,  Observation  of  Transcription  and  Followups. 
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Average  actual  time 

Normal  time 

Number  of  persons  in  household 

All 
areas 

Urban- 
block 
areas 

Urban- 

nonblock 

areas 

Rural 
areas 

All 
areas 

.  Urban- 
bLock 
areas 

Urban- 
nonblack 
areas 

Rural 
areas 

Total... 

1 

2 

10.7 

6.3 
8.9 
10.6 
12.4 
12.8 
13.0 
17.6 

11.0 

6.7 
9.1 
11.0> 
12.8 
12.3 
12.1 
16.2 

9.8 

5.5 
8.3 
10.1 
11.4 
13.9 
14.1 
16.1 

10.8 

6.2 
9.1 
10.2 
12.4 
12.8 
14.4 
22.5 

9.5 

5.2 

7.5 

9.7 

11.1 

11.7 

11.6 

15.2 



9.8 

'5.3 
7.5 
9.9 
11.3 
12.0 
10.8 
15.0 

8. .8 

4.9 
6.9 
9.5 
10.8 
12.3 
11.8 
13.2 

9.4 

5.3 
8.0 

3 

4 

5 

6 

9.3 
10.9 
10  .5 
13.4 
17.3 

Source:  Forms  F-448,  Observation  of  Transcriptions  and  Followups. 


Table  31 . —TELEPHONE  F0LL0WUP  TIME  FOR  HOUSING  UNITS  BY  OPERATION:   STAGE,  IX 

(Time  shown  in  minutes) 


Average  actual  time 

Normal  time 

Operation 

All 
areas 

Urban- 
block 
areas 

Urban- 

nonblock 

areas 

Rural 
areas 

All 
areas 

Urban- 
1  block, 
areas 

Urban- 

nonblock 

areas 

Rural 
areas 

Total 

Check  listing  book  and  stage  I 
schedule  for  information  needed  and 
locate  respondent's  telephone 

Dial  number  and  wait  for  answer  or 
dial  number  and  hang  up  because  of 
busy  signal  or  no  answer . .......... 

5.9 

2.0 

1.1 
2.8 

5.4 

1.8 

1.1 
2.6 

5.6 

1.6 

1.1 
3.0 

7.3 

2.8 

1.2 
3.2 

5.5 

1.7 

1.1 
2.6 

5.2 

1.6 

1.1 
2.5 

5.Q 

1.2 

L.l 
2.7 

6.5 

2.4- 
l.L 

Conduct  interview  and  enter  infor- 

2.9 

Source:  Forms  F-448,  Observation  of  Transcription  and  Followups. 


Table  32'.— HOURLY  EARNINGS  OF  PIECE-RATE  ENUMERATORS:  STAGE  II 

(Time  for  field  review  includes  travel  and  excludes  payments  for 

field  review) 


Proportion  of  enumerators 

Cumulative 

Average  hourly 

proportion  of 

earnings 

All 

Urban-block. 

Urban-non- 

Rural 

enumerators,. 

areas 

areas 

block  areas 

areas 

all  areas 

Total 

1.00 

1.00 

1.00 

1.00 

1. 00 

Less  than  $1.00... 

0.11 

0.20 

0.05 

0:04 

0.11 

$1.00  -  $1.09 

0.10 

0.17 

0.07 

0.03 

0.21 

1.10  -  1.19 

0.06 

0.04 

0.07 

0.06 

0.27 

1.20  -  1.29 

0,04 

0.01 

0.08 

0.05 

0 .31 

1.30  -  1.39 

0.11 

0.13 

0.12 

0.06 

0.42 

1.40  -  1.49 

0.09 

0.11 

0.04 

0.10 

0.51 

1.50  -  1.59 

0.06: 

0.04 

0.06 

0.11 

0.5T 

1.60  -  1.69 

0.07 

0.07 

0.O8 

0.08 

0.64- 

1.70  -  1.79 

0.06 

0.04- 

0.07 

0.07 

0.70 

1.80  -  1.89 

0.03 

0.06 

0.06 

0.73 

1.90  -  1.99! 

0.09 

0.10 

0.10 

0.06 

0.82 

2.00  -  2.09 

0.05 

0.03 

0.04 

0.09 

0.8.7 

2.10  -  2.19 

0.03 

0.02 

0.04 

0.04 

0.90 

2.20  -  2.29 

0.03 

0.04 

0.0.5 

0.93 

0.08 

0.05" 

0.09 

0.11 

1.00 

Mean  earnings. 

$1.47 

$1.33 

$1.50 

$1.62 

Standard  error  of 

$0.05 

$0.08 

$0.05 

$0.08 

Source:   Forms  F-406,  Daily  Record  of  Enumerator  Activities,  Stage  II. 
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Table  33. *- TRANSCRIPT I ON  TIME  FOR  HOUSING  UNITS  COMPLETED  ENTIRELY  BY  TRANSCRIPTION:  STAGE  II 
(Excludes  enumerators  with  fewer  than  10  housing  units  completed  entirely  by  transcription) 


ii  ■  '..".i. 

Piece- 
rate 

enumerators 

Hourly - 

rate 

enumerators 

Proportion  of 

enumerators 

i  '  ii   nina 

Enumerator  average  transcription  time 
(minutes) 

All 
enumerators 

Urban- 
block 
enumerators 

Urban- 
nonblock 

enumerators 

Rural 
enumerators 

1,00 

0.03 
0.02 
0.03 
0.10 
0.09 

0.16 
0.15 
0.05 
0.06 
0.13 
0.04 

0.08 
0.03 

0.02 
0.02 

11.8 

1.00 

0.08 

0.05 
0.15 

0.11 
0.06 
0.07 
0.06 
0.04 
0.19 

0.07 
0.03 
0.04 

0.06 

12.6 

1.00 

0.02 
0.04 
0.02 
0.08 
0.10 

0.14 
0.12 
0.05 
0.06 
0.10 
0.09 

0.07 
0.03 
0.01 
0.01 
0.03 

12.0 

1.00 

0.04 
0.07 

o'.ii 

0.10 

0.12 
0.14 
0.02 
0.07 
0.08 
0.11 

0.10 
0.02 

•  •  I 

o'.oi 

11.2 

1.00 

0.01 
0.01 
0.07 
0.06 
0.10 

0.21 
0.05 
0.09 
0.06 
0.12 
0.04 

0.06 
0.05 
0.03 
0.03 
0.03 

12.7 

1.00 
0.01 

6.0  -  6.9 ,., 

0.02 

7.0  -  7.9 , 

0.02 

8.0  -  8.9 

Q.04 

9,0  -  9.9 

0.10 

0.11 
0,16 
0.09 
0.06 
0.13 

0.09 

16.0  -  16.9 , 

0.04 

0.03 
0.02 
0.02 
0.06 

12  7 

18.0  -  18.9 

19,0  -  19.9 

Source:  Forms  F-406,  Daily  Record  of  Enumerator  Activities,  Stage  II. 
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Table  34.— HOUSING  UNITS  COMPLETED  BY  DAY  AND  WEEK 
OF  ENUMERATION:  STAGE  II 

(Counting  April  25  as  the  first  day  of  Stage  II ) 


Day  and  week 


Cumulative  proportion  of 
housing  units  completed 


All 
areas 


Day  Week 
1 
2 
3 
4 
5 
6    1st. 

7 

8 

9 
10 
11 
12 


2nd. 


13 

14 
15 
16 
17 
18 

19 
20 
21 
22 
23 
24 


3rd. 


4th. 

5th. 
6th. 
7th. 
8th. 
9th. 

10th. 
11th. 
12th. 
13th. 


0.01 
0.02 
0.05 
0.07 
0.10 
0.11 

0.15 
0.19 
0.24 
0.28 
0.33 
0.35 

0.40 

0.45 


50 
54 
58 


0.60 

0.64 
0.68 
0.72 
0.75 
0.78 
0.79 

0.87 
0.91 
0.94 
0.95 
0.96 

0.97 
0.97 
0.98 
0.98 


Urban- 
block 
areas 


0.01 
0.01 
0.02 
0.04 
0.06 
0.07 

0.09 
0.12 
0.16 
0.19 
0.22 
0.24 

0.29 
0.34 
0.38 
0.42 
0.46 
0.49 

0.53 
0.58 
0.61 
0.65 
0.68 
0.70 

0.79 
0.85 
0.91 
0.93 
0.94 

0.96 
0.96 
0.97 

0.97 


Urban- 

nonblock 

areas 


0.02 
0.03 
0.06 
0.10 
0.15 
0.18 

0.23 
0.29 
0.35 
0.41 
0.46 
0.50 

0.56 
0.62 
0.67 
0.71 
0.74 
0.76 

0.80 
0.84 
0.87 
0.80 
0.91 
0.92 

0.98 
0.99 
0.99 


Rural 
areas 


0.02 
0.05 
0.07 
0-10 
0.13 
0.15 

0.20 
0.26 
0.31 
0.37 
0.42 
0.45 

0.51 

0.56 
0.61 
0.65 
0.70 
0.71 

0.74 
0.78 
0.82 
0.84 
0.87 
0.88 

0.95 
0.97 
0.98 
0.98 
0.98 


Source:  Forms  F-406,  Daily  Record  of  Enumerator 
Activities,  Stage  II. 


Table  36.— ENUMERATORS  BY  COMPLETED  HOUSING 
UNITS  PER  DAY:   STAGE  II 


Average  number  of 

Proportion  of  enumerators 

completed  housing 
units  per  day 

All 
areas 

Urban- 
block 
areas 

Urban- 

nonblock 

areas 

Rural 
areas 

Total 

1.00 

0.10 
0.13 
0.15 
0.17 
0.12 

0.11 
0.07 
0.06 
0.03 
0.05 

15.6 

0.6 

1.00 

0.09 
0.15 
0.20 
0.16 
0.11 

0.13 
0.07 
0.06 

•  •  • 

0.02 
15.1 
1.1 

1.00 

0.09 
0.10 
0.13 
0.21 
0.13 

0.12 
0.04 
0.08 
0.06 
0.04 

15.9 

0.5 

1  00 

0  12 

10  -  11.9 

0  13 

12  -  13.9 

0.08 
0.17 
0.14 

0.07 
0.09 
0  04 

14  -  15.9 

16  -  17.9 

18  -  19.9 

20  -  21.9 

22  -  23.9 

24  -  25.9 

0  06 

0.09 
16  3 

Mean  number  of 

Standard  error  of 

0  8 

Table  35.— HOUSING  UNITS  COMPLETED  BY  DAY  AND  WEEK 
OF  ENUMERATION:  STAGE  II 

(Counting  each  enumerator's  starting  day  as  his  first 
day  of  Stage  II) 


Day  and  week 


Day  Week 
1 
2 
3 
4 
5 
6    1st. 

7 

8 

9 
10 
11 
12    2nd. 

13 
14 
15 
16 
17 
18    3rd. 

19 
20 
21 
22 
23 
24    4th. 

5th. 

6th. 
7th. 
8th. 
9th. 


Cumulative  porportion  of 
housing  units  completed 


All 
areas 


0.04 
0.09 
0.14 
0.19 
0.25 
0.30 

0.36 
0.42 
0.47 
0.51 
0.55 
0.59 

0.64 
0-68 
0.73 

0.76 
0.79 
0.82 

0.83 
0.85 
0.86 
0.88 
0.89 
0.90 

0.94 
0.96 
0.97 
0.98 
0.98 


Urban- 
block 
areas 


0.04 
0.08 
0.13 
0.17 
0.21 
0.26 

0.32 
0.38 
0.42 
0.45 
0.49 
0.52 

0.56 
0.60 
0.66 
0.70 
0.74 
0.76 

0.78 
0.80 
0.81 
0.82 
0.84 
0.85 

0.90 
0.94 
0.96 
0.97 


Urban- 

nonblock 

areas 


0.04 
0.10 
0.16 
0.22 
0.28 
0.34 

0.41 
0.47 
0.52 
0.57 
0.62 
0.67 

0.72 
0.76 
0.80 
0.82 
0.86 
0.88 

0.90 
0.92 
0.93 
0.94 
0.95 
0.96 

0.98 
0.98 
0.98 


Rural 
areas 


0.05 
0.11 
0.17 
0.23 
0.29 
0.35 

0.41. 
0.46 
0.52 
0.57 
0.63 
0.68 

0.73 
0.77 
0.81 
0.83 
0.85 
0.87 

0.89 
0.90 
0.92 
0.93 
0.95 
0.96 

0.97 
0.98 
0.98 
0.98 
0.98 


Source:  Forms  F-406,  Daily  Record  of  Enumerator 
Activities,  Stage  II. 


Table  37. —PROPORTION  OF  HOUSING  UNITS  FOLLOWED  UP 
BY  KIND  OF  FOLLOWUP:  STAGE  II 


Kind  of  f ollowup 

Proportion  of  all 
housing  units 

All 
areas 

Urban— 

block 

areas 

Urban- 

nonblock 

areas 

Rural 
areas 

0.54 

0.31 
0.23 

0.24 

0.08 
0.16 

0.23 

0.19 
0.04 

0.07 

0.04 
0.03 

0.59 

0.30 
0.28 

0.27 

0.08 
0.19 

0.23 

0.18 
0.05 

0.09 

0.04 
0.04 

0.48 

0.31 

0.17 

0.16 

0.06 

0.10 

0.26 

0.22 
0.04 

0.06 

0.03 
0.03 

0.49 

Questionnaire  returned... 
Questionnaire  not  returned 

Personal  visit  only. . . 

Questionnaire  returned... 
Questionnaire  not  returned 

Questionnaire  returned... 
Questionnaire  not  returned 

Personal  visit  and 
telephone 

0.30 
0.19 

0.25 

0.10 
0.14 

0.19 

0.17 
0.03- 

0.05 

Questionnaire  returned... 
Questionnaire  not  returned 

0.03 
0.02 

Source:  Forms  F-406,  Daily  Record  of  Enumerator 
Activities,  Stage  II, 


Source:  Forms  F-406,  Daily  Record  of  Enumerator 
Activities,  Stage  II. 
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Table  38.— ENUMERATOR  ASSIGNMENTS  BY  PROPORTION  OF 
HOUSING  UNITS  FOLLOWED  UP:  STAGE  II 

(Followup  is  included  for  units  for  which  incomplete  or 
no  household  questionnaire  was  received.  EA's  with 
fewer  than  25  units  are  excluded) 


Proportion  of  housing 

units  requiring 

followup 

Proportion  of  EA's 

All 
areas 

Urban- 
block 
areas 

Urban- 

nonblock 

areas 

Rural 
areas 

Total 

0-   .09- 

.10-   .19 

.20  -   .29 

.30  -   .39 

.40  -   .49 

.50  -  ..59... 

.60  -   .69.. 

.70  -   .79 

.80  -   .89 

.90  -  1.00 

Mean  proportion  of 
housing  units 

Standard  error  of 
the  mean 

1.00 

0.01 
0.02 
0.08 
0.12 
0.18 

0.18 
0.20 
0.11 
0.05 

0.04 

0.54 
0.02 

1.00 

0.01 
0.01 
0.05 
0.10 
0.16 

0.20 
0.20 
0.14 
0.07 

0.07 

0.59 
0.03 

1.00 

0.01 
0.04 
0.13 
0.16 
0.22 

0.14 
0.18 
0.08 
0.03 
0.01 

0.48 
0.02 

1.00 

o.oi 

0.03 
0.10 
0.15 
0.19 

0.20 
0.20 
0.07 

0.02 
0.01 

0.49 
0.02 

Table  40 . —ENUMERATOR  ASSIGNMENTS  BY  PROPORTION  OF 
HOUSING  UNITS  FOLLOWED  UP  BY  TELEPHONE:   STAGE  II 


Proportion  of  EA's 

Proportion  of  housing 
units  followed  up  by- 
telephone 

All 
areas 

Urban- 
block 
areas 

Urban- 

nonblock 

areas 

Rural 
areas 

Total 

0  -   .09 

.10  -   .19 

.20  -   .29 

.30  -   .39 

.40  -   .49 

.50  -   .59 

.60  -   .69 

.70  -   .79 

Mean  proportion  of 
housing  units 
followed  up  by 

Standard  error  of 

1.00 

0.11 
0.19 
0.21 
0.21 

0.13 
0.11 
0.04 

0.30 
0.02 

1.00 

0.10 
0.13 
0.21 
0.23 

0.18 
0.12 
0.03 

0.32 
0.03 

1.00 

0.06 
0.19 
0.23 
0.25 

0.09 
0.10 
0.07 
0.01 

0.32 
0.02 

1.00 

0.17 
0.31 
0.21 
0.13 

0.08 
0.07 
0.02 
0.01 

0.24 
0.03 

Source:  Forms  F-406,  Daily  Record  of  Enumerator 
Activities,  Stage  II. 


Source:   Forms  F-406,  Daily  Record  of  Enumerator 
Activities,  Stage  XL.. 


Table  39 . —ENUMERATOR  ASSIGNMENTS  BY  PROPORTION  OF 
HOUSING  UNITS  FOLLOWED  UP  BY  PERSONAL  VISIT: 
STAGE  II 

(Enumerator  assignments  with  fewer  than  25  housing 
units  are  excluded ) 


Proportion  of  housing 

units  followed  up  by 

personal  visit 


Total 

0  -  .09 

.10  -  .19 

.20  -  .29 

.30  -  .39 

.40  -  .49 

.50  -   .59 

.60  -   .69 

.70  -   .79 

.80  -   .89 

.90  -  1.00 

Mean  proportion  of 
housing  units  followed 
up  by  personal  visit. . 

Standard  error  of  the 
mean 


Proportion  of  EA's 


All 
areas 


1.00 

0.16 
0.19 
0.19 
0.16 
0.11 

0.08 
0.05 
0.03 
0.01 
0.02 


0.31 


0.03 


Urban - 

block 

areas 


1.00 

0.13 
0.16 
0.18 
0.15 
0.12 

0.09 
0.06 
0.05 
0.01 
0.03 


0.36 


0.05 


Urban- 

nonblock 

areas 


1.00 

0.29 
0.23 
0.22 
0.13 
0.07 

0.04 
0.02 


0.01 


0.22 


0.03 


Rural 
areas 


1.00 

0.11 
0.22 
0.18 
0.22 

0.10 

0.09 
0.05 
0.01 


0.30 


0.04 


Table  41.— FIELD-REVIEW  TIME  BY  ACTIVITY:  STAGE  II 
(Time  shown  in  minutes) 


Average  time  per  review 

Activity 

All 
areas 

Urban- 
block 
areas 

Urban- 

nonblock 

areas 

Rural 
areas 

87 

83 

87 
10 
42 
5 
20 
10 

93 

76 

86 
10 
43 

4 
20 

9 

79 
84 

83 
9 

37 
6 

20 

11 

84 

89 

92 

Waiting  for  reviewer. 
Personal  and  other. . . 

12 
44 

6 
22 

8 

Source:   Forms  F-406,  Daily  Record  of  Enumerator 
Activities,  Stage  II. 


Source:   Forms  F-406, 
Activities,  Stage  II. 


Daily  Record  of  Enumerator 


ENUMERATION  TIME  AND  COST  STUDY 

Table  A2. — CHEW- LEADER  TIME  BY  ACTIVITY:     BEFORE  ENUMERATION 


43 


Average  number  of  hours 
per  crew  leader 

•Proportion  of  total  work, 
except  training 

Activity 

-All  crew- 
leaders 

.Grew  leaders 
on  duty 

All  crew 
leaders 

Crew  leaders 
on  duty 

March  9 

March  J_4 

March  9 

March  IL4 

137.3 
24.4 
10.8 

102.1 

39.5 

13.3 
8.6 

10.3 
3.9 
1.7 
7.9 

16.9 

166.9 
2^.3 
11.5 

131.1 

44.8 

26.6 

8.2 

T1.8 

3.0 

0.9 

10.8 

"25.0 

131.2 
,24.5  . 
10.7 
96.0 

38.3 

J.0.6 
8.7 

10.0 
4.0 
1.9 
7.3 

15.2 

1.00 

0.39 
0.13 
0.08 
0.10 
0.04 
0.02 
0.08 
0.17 

1.00 

0.34 
0.20 
0.06 
0.09 
0.02 
0.01 
0.08 
0.19 

1  00 

0.40 
0.11 
0.09 
0.10 
0  04 

T-night  activities2 

0.02 
0.08 
0.16 

1Includes  marking  maps,  prelisting  housing  units,  estimating  housing  units  in  each  block,  and  identifying  problems. 
^Enumeration  of  transients  in  hotels,  motels,  etc. 

Source:   Forms  F-420,  Daily  Record  of  Crew  Leader  Activities  (Before  Enumeration);  Forms  F-421,  Daily  Record  of 
Crew  Leader  Home  Activities  (Before  Enumeration). 


Table  43.— CREW -LEADER  TIME  BY  ACTIVITY  AND  DAY  FOR  CREW  LEADERS  ENTERING  ON  DUTY  MARCH  9: 

(Sunday  work  is  included  with  Monday  work) 


BEFORE  ENUMERATION 


Date 


Average  number  of  hours 


All 
activ- 
ities 


Re- 
ceive 
train- 
ing 


Train 
enu- 
mer- 
ators 


All 
activ- 
ities 
except 
train- 
ing 


Map 

Re- 

review 

cruit 

and 

enu- 

prep. 
work1 

mer- 
ators 

Pre- 
pare 
enumer- 
ator 
mate- 
rial 


Pre- 
pare 
for 
enu- 
merator 
train- 
ing 


Induct 
enu- 
mer- 
ators 


T- 
night 
activ- 
ities 


Personal 
time 


Other 
activ- 
ities 


Total . 

March 

10 

11 

12 

14 

15 

16 

17 

18 

19 

21 

22 

23 

24 

25 

26 

28 

29 

30 

31 


166.9 

6.9 
9.0 
5.9 

9.1 
7.6 
8.7 
9.8 
9.4 
7.6 

9.6 
9.0 
9.6 
9.8 
8.9 
8.7 

11.6 
7.6 
7.7 

10.5 


24.3 


11.5 


131.1 

6.9 
9,0 
5.9 


7.3 
7.7 
7.6 

3.8 
3.3 
3.8 
9.8 
8.9 
8.7 

7.8 

3.9 

3.7 

10.5 


44.8 

1.5 
4.5 
3.6 

4.8 
2.7 
2.9 
3.2 
3.6 
4.4 

1.6 
1.0 
1.3 
3.2 
2.4 
2.1 

1.0 
0.6 
0.2 
0.2 


26.6 

2.2 
2.0 

1.2 

2.0 
2.2 
1.9 
2.4 
2.1 
1.1 

1.0 
0.7 
0.8 
2.3 
1.4 
1.5 

1.6 
0.1 
0.1 
0.1 


8.2 

1.0 
0.5 


11.8 


0.3 
0.3 

0.1 
0.1 
0.3 


3.0 


0.9 


0.2 
0.4 

0.1 
0.2 
0.4 
1.3 
1.2 
0.8 

0.7 
0.2 
0.6 
0.5 


0.1 
0.1 
0.2 
0.7 
1.5 
1.4 

3.1 
2.5 

1.1 


3.0 


10.8 


25.0 


0.6 

1.6 

0.8 

0.9 

0.2 

0.6 

0.7 

1.4 

0.7 

1.3 

0.7 

0.6 

0.6 

1.2 

0.5 

1.0 

0.6 

1.1 

0.6 

0.5 

0.3 

1.1 

0.2 

0.9 

0.8 

1.3 

1.0 

1.4 

1.2 

1.7 

0.3 

1.1 

0.1 

0.5 

0.1 

1.6 

0.9 

5.3 

includes  marking  maps,  prelisting  housing  units,  estimating  housing  units  in  each  block,  and  identifying  problems. 

Source:   Forms  F-420,  Daily  Record  of  Crew  Leader  Activities  (Before  Enumeration);  Forms  F-421,  Daily  Record  of  Crew 
Leader  Home  Activities  (Before  Enumeration). 
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Table  44.— CREW -LEADER  TIME  BY  ACTIVITY  AND  DAY  FOR  CREW  LEADERS  ENTERING  ON  DUTY  MARCH  14: 

(Sunday  work  is  inoluded  with  Monday  work) 


BEFORE  ENUMERATION 


Date 


Average  number  of  hours 


All 
activ- 
ities 


Re- 
ceive 
train- 
ing 


Train 
enu- 
mer- 
ators 


All 
activ- 
ities 
except 
train- 
ing 


Map 

Re- 

review 

cruit 

and 

enu- 

prep. 

mer- 

work1 

ators 

Pre- 
pare 
enumer- 
ator 
mate- 
rial 


Pre- 
pare 
for 
enumer- 
ator 
train- 
ing 


Induct 
enu- 
mer- 
ators 


T- 
night 
activ- 
ities 


Personal 
time 


Other 
activ- 
ities 


Total. 


March 
14. 
15. 
16. 
17. 
18. 
19. 

21. 
22. 
23. 

24. 
25. 
26. 

28. 
29. 
30. 
31. 


131.2 


0.5 
8.6 

8.9 
9.1 
8.7 
6.6 

10.1 
8.5 

8.6 
9.0 
8.3 

5.5 

10.8 
8.7 
9.2 

10.1 


24.5 


2.4 

2.4 
2.4 
0.3 

5.5 

5.0 
5.1 
1.0 
0.5 


10.7 


96.0 


0.5 
8.6 
6.5 
6.7 
6.3 
6.3 

4.6 
3.5 
3.5 
8.1 
7.8 
5.5 

7.3 

5.4 

5.5 

10.0 


38.3 


0.3 
5.9 
4.4 
4.1 
4.4 
4.5 

2.9 
2.0 
1.6 
2.7 
2.3 
1.3 

0.8 
0.7 
0.4 
0.3 


10.6 


0.1 
0.5 
0.6 

0.6 
0.4 
0.5 

0.8 
0.6 
0.8 

2.1 
1.5 

1.0 

0.6 
0.3 
0.1 
0.1 


8.8 


0.1 
0.1 
0.2 
0.2 
0.1 
0.1 


1.6 
1.5 
1.6 
0.6 


1U.0 


0.1 

0.1 
0.3 
0.2 
0.1 

0.3 
0.1 
0.2 

0.5 

1.5 
1.2 

2.6 
1.8 
0.9 
0.2 


4.0 


7.3 


0.1 

0.3 
0.1 

0.1 

0.1 
1.2 


15.2 


... 

0.1 

0.8 

'   1.0 

0.6 

0.7 

0.8 

0.7 

0.8 

0.4 

0.4 

0.7 

0.2 

0.4 

0.3 

0.4 

0.3 

0.5 

0.6 

1.3 

0.6 

1.1 

0.4 

0.7 

0.2 

1.4 

0.3 

0.8 

0.2 

2.0 

0.8 

2.9 

1 Includes  marking  maps,  prelisting  housing  units,  estimating  housing  units  in  each  block,  and  identifying  problems. 

Source:   Forms  F-420,  Daily  Record  of  Crew  Leader  Activities  (Before  Enumeration);  Forms  F-421,  Daily  Record  of  Crew 
Leader  Home  Activities  (Before  Enumeration) . 


Table  45 . —CREW-LEADER  TIME  AND  MILES  PER  ENUMERATOR  ASSIGNMENT  FOR  MAP 
REVIEW  AND  PREPARATORY  WORK:   BEFORE  ENUMERATION 


Activity 

All  EA's 

Mileage 
EA's1 

Nonmileage 
EA's2 

Total  time  (in  minutes) 

146 

40 
9 
1 
8 

31 

106 

14 

47 

3 

41 

13 

5 
8 

149 

41 
9 
1 
8 

32 

108 

18 

51 

3 

36 

20 

7 
13 

144 

Work  outside  EA 

40 

Field  work 

10 

Travel 

1 

Work  at  home 

9 
30 

Work  within  EA 

105 

Travel  to  EA 

13 

Prelist 

44 

Visit  special  dwelling  places 

4 

Other  activity 

Total  miles 

44 
9 

Outside  EA 

3 

Within  EA 

6 

■'■Rural  EA's  in  which  enumerators  were  paid  for  mileage. 
2Urban  EA ' s  in  which  enumerators  were  not  paid  for  mileage . 
3Includes  marking  maps,  prelisting  housing  units,  estimating  housing  units 
in  each  block,  and  identifying  problems. 

Source:  Forms  F^20,  Daily  Record  of  Crew  Leader  Activities  (Before 
Enumeration);  Forms  F-421,  Daily  Record  of  Crew  Leader  Home  Activities  (Before 
Enumeration) . 


ENUMERATION  TIME  AND  COST  STUDY 

Table  46. —CREW-LEADER  MILES  BY  ACTIVITY:  BEFORE  ENUMERATION 


45 


."'■:'  "-..   ■         '         ,..,:.:   8  '■  ..'.'  85  'i.i 

Average  miles 

!  per  crew  leader 

Activity- 

All  crew 
leaders 

Urban- 
block  crew 
leaders 

Urban-non- 

block  crew 

leaders 

Rural 

crew 

leaders 

330 

209 

302 

538 

Map  review  and  preparatory  work1 .,«.,,,,.,,,, 

211 

132 

79 

129 
87 
41 

205 

136 

69 

342 
196 

145 

20 

10 

5 

47 

Prepare  enumerator  material, ,.,,,., , , , , , , , , , , 

4 

4 

3 

6 

Prepare  for  enumerator  training, ,,,,,,,,,..,, 

10 

10 

10 

9 

22 

13 

18 

38 

4 
19 
40 

5 

9 

30 

6 
13 
42 

1 

41 

55 

1        <<    '   T    "          ■"'"»■                                     ~    ■■  '    ■■ •'      '        1 

includes  marking  maps,  prelieting  housing  units,  estimating  housing  unite  in  each  block,  and 
identifying  problems. 

Source:  Forms  F-420,  Daily  Record  of  Crew  Leader  Activities  (Before  Enumeration);  Forms  F-421, 
Daily  Record  of  Crew  Leader  Home  Activities  (Before  Enumeration). 


Table  47. —CREW- LEADER  TIME  BY  ACTIVITY:  STAGE  I 


Activity 


Average  number 
of  hours  per 
crew  leader 


Proportion  of 
total  crew- 
leader  time 


All  activities. 


Progress  reports... 
Receive  reports. 
Prepare  reports. 
Make  reports 


Confer  with  District  Office  personnel, 

Train,  recruit,  and  confer  with  enumerators. 

Induction 

Recruit  and  train  replacements 

Confer  with  or  train  enumerators 

Train  enumerators  on  transcription 

Confer  with  or  train  field  reviewers 

Field  review 

First 


Intermediate . 
Final 


Transcription  verification. 

Closeout  review 

Payroll  computation 


Handling  EA  books  and  materials 

Pick  up  and  deliver  materials  to  enumerators. 
Receive  EA' s  from  enumerators 

Clean-up  work 

Correct  enumeration  books 

Other  clean-up  work 

Travel 


Personal  time. . . . 
Other  activities. 


201,0 

32.8 
15.5 
12.9 

4.4 

2.8 

18.3 

0.8 

1.8 

12.1 

3.6 

2.9 

27.2 
9.4 
4.1 

13.7 

12.2 

15.7 

13.1 

11.2 
5.6 
5.7 

15.1 
5.9 
9.2 

22.7 

16.3 

10.6 


1.00 

.16 
.08 
.06 
.02 

.01 

.09 

(*) 

.01 
.06 
.02 

.01 

.14 
.05 
.02 

.07 

.06 

.08 

.07 

.06 
,03 
.03 

.08 
.03 
.05 

.11 

.08 

.05 


*Less  than  .005. 

Source:  Forms  F-426,  Daily  Record  of  Crew  Leader  Activities,  Stage  I;  Forms  F-427,  Daily  Record  of  Crew  Leader 
Home  Activities. 
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Table  48.— CREW-LEADER  TIME  BY  ACTIVITY  AND  DAY  OF  ENUMERATION:   STAGE  I 
(Sunday  work  is  included  with.  Monday  work) 


Average  number  of  hours 

Enumeration 
day 

All 
activ- 

Prog- 
ress 

Field 

Travel 

Con- 
fer 
with 

Close- 
out 

Clean- 
up 

Pay- 
roll 
com- 

Tran- 
scrip- 
tion 

Han- 
dle 
mate- 
rials 

Personal 
time 

Other 
activ- 

ities 

re- 
ports 

review 

enumer- 
ators 

re- 
view 

wort 

puta- 
tion 

verifi- 
cation 

ities 

Total 

201.0 

32.8 

27.2 

22.7 

18.3 

15.7 

15.1 

13.1 

12.2 

11.2 

16.3 

16.3 

1 

9.5 

2.0 

3.4 

0.9 

1.2 

... 

0.2 

.  ■  - 

-  .  . 

0.1 

0.7 

1.0 

2 

10.9 

3.6 

2.8 

0.8 

1.3 

.  .  . 

0.4 

0.1 

0.1 

0.9 

0.9 

3 

8.2 

0.9 

1.9 

l.Q 

1.4 

*  .  > 

0.4 

0.1 

.  .  . 

0.4 

0.7 

1.4 

4 

8.4 

2.0 

1.4 

1.0 

1.3 

0.3 

0.5 

0.1 

0.1 

0.2 

0.6 

1.0 

5 

9.2 

2.3 

1.2 

1.2 

1.0 

0.1 

0.6 

0.1 

0.1 

0.4 

0.9 

1.1 

6 

9.2 

1.0 

1.0 

1.4 

1.8 

0.2 

0.2 

0.2 

Q.5 

0.9 

0.8 

1.2 

7 

7.1 

0.6 

1.7 

0.7 

L.5 

0.3 

0.4 

0.2 

0.1 

0.2 

0.8 

0.6 

8 

9.4 

2.7 

0.9 

1.2 

1.0 

0.3 

0.6 

0.2 

0.7 

0.4 

0.8 

0.7 

9 

8.4 

1.2 

1.0 

1.0 

0.8 

0.6 

0.8 

0.6 

0.6 

0.6 

0.7 

0.4 

10 

9.8 
10  .A 

1.4 
1.8 

0.7 
1.2 

1.0 
1.2 

0.8 

0.7 

1.4 
1.2 

0.6 
0.4 

0.8 
0.8 

0.7 

1.0 

0.9 
Q.6 

0.5 
0.8 

0.9 

11 

0.8 

12 

7.1 

0.7 

0.8 

0.6 

0.7 

0.7 

0.4 

0.8 

0.7 

0.3 

0.6 

a.s 

13 

5.9 

0.9 

0.7 

0.5 

0.4 

0.6 

0.2 

0.7 

0.2 

0.7 

0.5 

0.4 

14 

5*8 

8.2 

1.3 
1.1 

0.6 

0.5 

0..6 

1.1 

0.3 
0.4 

2.1 

0.2 
0.2 

0.4 
0.8 

0.4 
0.4 

0.6 
0.5 

0.3 
0.6 

0.3 

15 

0.6 

16 

8.5 

0.6 

0.8 

1.6 

0.3 

u. 

0.6 

1.5 

0.4 

0.4 

Q.7 

0.6 

17 

4.6 

0.9 

0.6 

0.4 

0.2 

0.5 

0.1 

0.4 

0.4 

0.3 

0.4 

0.5 

18 

5.0 
4.4- 

0.7 
0.1 

0.6 

0.8 

0.8 
0^. 

0.3 
0.5 

0.5 
0.7 

0.2 

0.2 

0.5 
0.6 

0.4 
0.5 

0.5 

0.3 

0.3 
0.3 

0.2 

19 

0.1 

20 

6.0 
4.7 

1.1 
0.2 

0.7 
0.3 

0.7 
0.5 

0.5 
0.3 

0.5 
0.3 

0.2 
0.5 

0.6 
0.8 

0.5 
0.7 

0.5 
0.4 

0.4 
0.4 

0.3 

21 

0.3 

22 

5.4 

0.6 

0.7 

0.3 

0.4 

0.6 

0.9 

0.4 

0.8 

0.3 

0.3 

0.2 

23 

4.8 

0.9 

0.2 

0.3 

0.2 

0.3 

0..7 

0.5 

0.4 

0.3 

0.6 

0.2 

24 

4.7 

0.6 

0.5 

1.0 

0.1 

0.2 

0.8 

0.A 

0.3 

0.3 

0.4 

0.3 

25 

2.4 

0.4 

0.2 

0.2 

0.1 

1.0 

0.1 

0.1 

0.1 

0.1 

26 

1.4 

0.4 

0.3 

0.1 

0.1 

0.2 

... 

0.1 

•  •  • 

0.1 

27 

0.6 

0.1 

0.1 

0.1 

0.2 

... 

.  .  • 

.  .  . 

... 

0.1 

28 

1.5 

0.2 

•  .  • 

0.2 

0.1 

0.2 

0.2 

0.2 

.  .  . 

0.2 

0.2 

29 

1.5 

0.3 

0.2 

0.3 

0.2 

0.1 

0.1 

.  .  . 

0.2 

0.1 

30  or  after 

18.0 

2.3 

1.6 

1.8 

1.0 

1.5 

3.4 

1.1 

1.7 

0.7 

1.8 

1.0 

Source : 
Activities. 


Forms  F-426,  Daily  Record  of  Crew  Leader  Activities,  Stage  I;  Forms  F-427,  Daily  Record  of  Crew  Leader  Home 


Table  49.— CREW -LEADER  MILES  BY  ACTIVITY:   STAGE  I 


Activity 


Average  miles  per 
crew  leader 


All  activities. 


Field  review 

First 

Second  and  third. 
Final 


Handle  enumeration  materials . 


Deliver  materials  to  enumerators . . . 
Receive  materials  from  enumerators. 


Supervise  enumerators  and  field  reviewers. 

Progress  reporting 

Receive  reports  from  enumerators 

Prepare  reports 

Make  reports  to  District  Office 

Closeout  review 

Transcription  verification 

Payroll  computation 

Enumerator  induction 

Travel  to  District  Office 

Personal  travel 

Other  activities 


461 

59 
19 
12 
28 

103 

35 
68 

94 

33 

12 

7 

14 

21 

8 

15 

9 

21 

54 

44 


Source:   Forms  F-426,  Daily  Record  of  Crew  Leader  Activities,  Stage  I, 


ENUMERATION  TIME  AND  COST  STUDY 

Table  50.— CREW -LEADER  TIME  BY  ACTIVITY:   STAGE  II 
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Activity 


Average  number 

of  hours  per 

crew  leader 


Proportion  of 

total  crew 
leader  time 


All  activities. 


Progress  reports: 

Receive  reports  from  enumerators. 
Prepare  reports 

Make  reports  to  District  Office.. 

Travel. 


Field  review . 

First 

Intermediate . 
Final 


Supervise,  recruit  and  tradn  enumerators  and  field  reviewers. 

Replacement  enumerators . 

Field  reviewers «  . 

Enumerators 


Closeout  review. 


Clean-up  work 

Correct  enumeration  books . 
Refusals 

Other  clean-up.  work. 


Payroll  computation 

Handle  materials 

Pick;  up  household  questionnaires  and  deliver  to  enumerators.... 

Pick  up  other  materials  and  deliver  to  enumerators 

Receive  enumeration  books  and  other  materials  from  enumerators. 


Personal  time,  including  lunch 

Other  activities 

Confer  with  District  Office  personnel. 

Stage  I  activities 

Other 


285.7 

31.8 

12.8 

14.2 

4.9 

35.1 

45.6 

12.1 

2.6 

31.0 

38.9 
3.5 
4.7 

30.7 

11.3 

22.2 
5.7 
4.5 

12.0 

16.0 

27.9 

12.9 

6.2 


28.9 

28.0 
7.9 
8.1 

12.0 


1.00 

0.11 
0.04 
0.05 
0.02 

0.12 

0.16 
0.04 
0.01 
0.11 

0.14 
0.01 
0.02 
0.11 

0.04 

0.08 
0.02 
0.02 
0.04 

0.07 

0.10 
0.05 
0.02 
0.03 

0.10 

0.10 
0.03 
0.03 
0.04 


Source:   Forms  F-428,  Daily  Record  of  Crew  Leader  Activities,  Stage  II;  Forms  F-427,  Daily  Record  of  Crew  Leader 
Home  Activities . 


Table  51.— CREW -LEADER  TIME  BY  ACTIVITY  BY  DAY  AND  WEEK  OF  ENUMERATION:   STAGE  II 


Average  number  of  hours 

Day  and  week  of 
enumeration 

All 
activ- 
ities 

Prog- 
ress 
re- 
ports 

Field 
review 

Travel 

Supervise, 

recruit, 

and  train 

enumerators 

and  field 

reviewers 

Close- 
out 
review 

Clean- 
up 
work 

Pay- 
roll 
compu- 
tation 

Handle 
mate- 
rials 

Personal 
time 

Other 
activ- 
ities 

Day  Week 
1      

9.2 
6.3 
6.7 
8.5 
7.5 
6.3 
7.4 

9.4 
7.2 
8.8 

9.5 
8.1 
4.0 
7.8 

9.2 
9.0 
8.6 
9.2 
9.0 
5.7 
8.5 

7.4 
6.8 
4.4 
2.5 

0.5 
0.5 
0.4 
1.1 
0.4 
0.4 
0.6 

2.0 
0.7 
1.2 
1.4 
0.3 
0.2 
1.0 

2.0 
0.4 
1.5 
1.6 
0.7 
0.4 
1.1 

0.9 
0.9 
0.4 
0.3 

1.0 
0.9 
0.4 
1.1 
1.7 
1.4 
1.1 

1.3 
1.4 
1.5 
1.6 
1.6 
0.5 
1.3 

1.7 
2.7 
1.6 
1.4 
1.3 
1.0 
1.6 

1.3 
1.0 
0.7 
0.3 

1.2 
0.6 
0.6 
0.8 
1.4 
0.8 
0.9 

0.8 
1.2 
1.2 
1.2 
1.1 
0.6 
1.0 

1.2 
1.5 
0.9 
0.9 
1.1 
0.7 
1.1 

1.0 
0.7 
0.4 
0.4 

3.4 
1.5 
2.2 
1.4 
0.8 
0.7 
1.7 

1.7 
1.0 
1.5 
1.0 
0.9 
0.5 
1.1 

0.9 
0.8 
1.1 
0.8 
0.6 
0.8 
0.8 

0.8 
0.8 
0.4 
0.5 

0.2 

0.1 
0.1 

0.1 

0.1 
0.1 

0.6 
0.3 
0.1 
0.2 

0.3 
0.5 
0.4 
0.4 
0.7 
0.2 
0.4 

0.3 
0.4 
0.3 
0.1 

0.3 
0.2 
0.2 
0.8 
0.6 
0.3 
0.4 

0.3 
0.2 
0.2 
0.4 
0.9 
0.3 
0.4 

0.5 
0.5 
0.2 
0.9 
1.1 
0.5 
0.6 

0.5 
0.7 
0.6 
0.2 

0.1 
0.1 
0.1 
0.3 
0.2 
0.1 
0.2 

0.2 
0.2 
0.4 
0.3 
0.4 
0.3 
0.3 

0.3 
0.6 
0.7 
0.8 
0.6 
0.4 
0.6 

0.6 
0.5 
0.3 
0.2 

0.4 
0.3 
1.1 
0.8 
1.1 
1.3 
0.8 

1.4 
0.7 
1.0 
1.5 
1.0 
0.6 
1.0 

1.0 
0.7 
1.2 
0.9 
1.0 
0.7 
0.9 

0.8 
0.5 
0.3 
0.2 

0.6 
0.4 
0.5 
0.8 
0.8 
0.8 
0.7 

0.9 
0.8 
0.9 
1.0 
0.7 
0.4 
0.8 

0.7 
0.9 
0.8 
0.9 
1.1 
0.4 
0.8 

0.8 
0.7 
0.6 
0.2 

1.5 

2      

1.8 

3      

1.2 

4      

1.3 

5      

0.4 

6      

0.5 

1st 

1.1 

7      

0.7 

8      

0.9 

9      

0.9 

10      

0.5 

11      

0.9 

12      

0.5 

2nd 

0.7 

13      

0.6 

14-     

0.4 

15      

0.2 

16      

0.6 

17      

0.8 

18      

0.6 

3rd 

0.5 

4th 

0.5 

5th 

0.7 

6th 

0.5 

7th 

0.3 

Source:   Forms  F-428,  Daily  Record  of  Crew  Leader  Activities,  Stage  II;  Forms  F-427,  Daily  Record  of  Crew  Leader 
Home  Activities. 
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Table  52.— CREW-LEADER  MILES  BY  TYPE  OF  AREA  AND  BY  ACTIVITY:   STAGE  II 


Activity- 


Average  miles  per  crew  leader 


All  areas 


Urban-block 
areas 


Urban-non- 
block  and 
rural  areas 


All  activities. 


Progress  reports 

Receiving  reports  from  enumerators. 
Preparing  reports 

Making  reports  to  District  Office.. 


Field  review. . . . 

First 

Intermediate. 
Final 


Supervising,  recruiting,  and  training  enumerators  and  field  reviewers. 

Replacement  enumerators 

Field  reviewers 

Enumerators 


Closeout  review. 


Clean-up  work 

Correcting  ED  books. 
Refusals 

Other  clean-up  work. 

Payroll  computation. . . . 


Handling  materials 

Picking  up  other  materials  and  delivering  to  enumerators 

Picking  up  household  questionnaires  and  delivering  to  enumerators. 
Receiving  enumeration  books  and  other  materials  from  enumerators.. 


Personal,  including  lunch. 


Other  activities 

Conferring  with  District  Office  personnel. 

Stage  I  activities 

Other 


960 

59 
17 
18 

24 

152 

4-2 

4 

106 

171 
11 
35 

126 

35 

58 

7 

40 

11 

34 

224 
91 
69 

64 

102 

125 
47 
16 
63 


687 

50 

8 

28 

14 

152 

39 

4 

109 

80 

1 

18 

61 

20 

67 
1 

57 
9 

30 

171 
90 
29 
52 

39 

78 
47 
14 
18 


1,076 

62 
20 
13 
28 

152 

45 

3 

105 

209 
15 

41 
152 

41 

54 
10 
33 
12 


246 
92 

85 
70 

129 

145 
47 
17 
81 


Source:   Forms  F-428,  Daily  Record  of  Crew  Leader  Activities,  Stage  II. 
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(Travel  time  associated  with  an  activity  is  included  in  the  activity  time) 
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Activity 

Average  number 

of  hours  per 
field  reviewer 

Proportion  of 

total  field 
reviewer  time 

Total 

127.6 

42.1 
10.3 
1.5 
0.5 
9.4 
3.9 
4.7 
0.8 
5.& 
5.2 

41.4 
27.2 
10.5 

1.4 
1.2 

1.1 

2.2 
0.8 
0.3 
1.1 

29.5 

2.7 

9.7 

1.00 

0.33 

0.08 

0.01 

0.07 

0.03 

0.04 

0.01 
0.05 

0.04 

0.32 

0.21 

0.08 

0.01 

0.01 

Enumeration  of  EA  failing  office  quality- 

0.01 

0.02 

0.01 

0.01 

0.23 

0.02 

0.08 

Source:   Forms  F-430,  Daily  Record  of  Field  Reviewer  Activity. 


Table  54. —FIELD-REVIEWER  TIME  BY  ACTIVITY  BY  DAY  OF  ENUMERATION:  STAGE  I 
(Travel  time  associated  with  an  activity  is  included  in  the  activity  time) 


Enumeration 
day 


Average  number  of  hours  per  day 


All 
activ- 
ities 


Field  review  and  related  work 


Field 


Close- 
out 
review 


Tran- 
scrip- 
tion 
verifi- 
cation 


Other 


Enumer- 
ation 


Waiting 
time 


Per- 
sonal 


Indue - 

tion 


Other 


Total 

1  (April  1) 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14.. 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

29 

30  or  after 

Source:   Forms  F- 


127.6 

7.4 
7.4 
9.7 
7.9 
8.1 

8.2 
7.9 
5.4 
9.3 
7.8 

7.9 
6.7 
6.1 
3.2 

5.4 

4.0 
3.0 
2.7 
1.9 
1.2 

1.4 
1.1 
0.9 
1.0 
0.6 

0.1 
0.5 
0.1 
0.2 
0.5 


21.7 

0.2 
3.5 
4.5 
1.7 
0.7 

0.7 
0.4 
0.3 
1.0 
0.9 

1.0 
1.4 
1.3 
0.7 
0.9 

0.6 
0.6 
0.4 
0.3 

0.1 

0.2 

0.1 
0.1 
0.1 


3.9 


0.1 
0.2 
0.3 

0.3 
0.5 
0.3 
0.2 
0.4 

0.3 
0.2 
0.3 
0.2 
0.1 

0.1 
0.1 
0.1 
0.1 


4.7 


0.1 
0.1 
0.4 
0.3 

0.7 
0.7 
0.5 
0.2 
0.4 

0.3 

0.2 
0.2 
0.1 
0.1 


11.8 


1.0 

0.8 
0.7 
0.5 
1.1 
0.6 

0.4 
0.4 
0.3 
0.2 
0.3 

0.2 
0.2 
0.1 
0.1 
0.1 


0.1 
0.1 
0.1 
0.1 


41.4 

0.7 
0.4 
0.8 
2.6 
3.4 

4.1 
4.2 
2.8 
3.8 
3.4 

2.8 
1.7 
1.9 
1.0 

1.5 

1.2 

0.8 
1.0 
0.7 
0.4 

0.4 
0.3 
0.3 
0.3 
0.3 


0.3 
0.1 
0.1 
0.3 


2.2 


29.5 


0.2 

2.0 

0.2 

1.5 

0.3 

2.1 

0.2 

2.0 

0.1 

2.3 

0.1 

2.0 

0.1 

1.8 

0.1 

1.1 

0.2 

2.1 

0.1 

1.8 

0.1 

2.0 

0.1 

1.4 

0.1 

1.2 

0.1 

0.7 

0.1 

'   1.3 

0.1 

0.9 

.  .  . 

0.8 

*  .  • 

0.5 

•  .  . 

0.3 

0.3 

>  •  • 

0.4 

.  .  . 

0.2 

0.1 

.  .  . 

0.2 

0.1 

•  •  * 

0.1 

0.1 

0.1 

.  >  . 

0.1 

9.7 

0.9 
0.4 
0.6 
0.4 
0.6 

0.5 
0.6 
0.4 
0.5 
0.4 

0.6 
0.5 
0.5 
0.1 
0.5 

0.4 
0.2 
0.2 
0.2 

0.1 

0.2 
0.2 
0.2 
0.2 
0.1 


0.1 


0.1 


•430,  Daily  Record  of  Field  Reviewer  Activity. 
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Table  55.— NUMBER  OF  FIELD  REVIEWS  CONDUCTED  BY  FIELD  REVIEWERS  BY  DAY  OF  ENUMERATION:   STAGE  I 


Enumeration  day 


Average  number  of  reviews 


First 
reviews 


Second 
reviews 


Third 
reviews 


Final 

reviews 


Close out 
reviews 


Transcription 
verification 


Total . 

1  (April  1) 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 

23 

24 

25 

26 

27 

28 

29 

30  or  after. 


8.3 

0.2 
2.7 
3.6 
1.1 
0.3 

0.2 

0.1 

(* 

(* 

(* 

(* 
(* 
(* 


1.3 

(*) 
(*) 
0.1 
0.3 
0.2 

0.3 
0.1 
(*) 
*) 
*) 

*) 
*) 
*) 
*) 


*) 


0.2 


6.4 


(*) 
(*) 
(*) 

0.1 
0.1 
0.1 
0.5 
0.6 

0.6 
0.8 
0.8 
0.4 
0.5 

0.4 
0.4 
0.3 
0.2 
0.1 

0.2 
0.1 
0.1 
0.1 
(*) 

(*) 
(*) 
(*) 
(*) 


4.2 


(*) 
[*) 

[*) 

(*) 

0.1 
0.1 
0.3 
0.3 

0.4 
0.5 
0.4 
0.2 
0.4 

0.4 
0.2 
0.2 
0.2 
0.1 

0.1 
0.1 
0.1 
0.1 

(*) 

* 
* 


4.9 


# 
* 
■* 

(*) 

0.1 
0.1 
0.4 
0.4 

0.6 
0.6 
0.5 
0.2 
0.4 

0.3 
0.3 
0.3 
0.1 
0.1 

0.2 
0.1 

(*) 

0.1 

(*) 

(*) 
(*) 
(*) 
(*) 
(*) 


*Less  than  .05. 

Source:   Forms  F-430,  Daily  Record  of  Field  Reviewer  Activity. 


Table  56.— FIELD  REVIEWS  CONDUCTED  BY  FIELD  REVIEWERS  BY  TIME  REQUIRED  AND  TYPE  OF  REVIEW:   STAGE  I 


Proportion  of  reviews 

Time  in  minutes 

First 
reviews 

Second 
reviews 

Third 
reviews 

Final 
reviews 

Closeout 
reviews 

Transcription 
verification 

Total 

1.00 

0.02 
0.03 
0.07 
0.11 
0.12 
0.22 

0.11 
0.07 
0.12 
0.04 
0.02 
0.06 

75 

1.00 

0.01 
0.04 
0.14 
0.15 
0.12 
0.21 

0.09 
0.06 
0.05 
0.03 
0.03 
0.05 

74 

1.00 

0.03 
0.02 
0.22 
0.11 
0.10 
0.08 

0.10 
0.03 
0.05 
0.02 
0.04 
0.18 

112 

1.00 

0.03 
0.05 
0.08 
0.12 
0.10 
0.16 

0.05 
0.05 
0.11 
0.04 
0.02 
0.19 

88 

1.00 

0.27 
0.13 
0.14 
0.08 
0.02 
0.10 

0.04 
0.02 
0.05 
0.02 
0.01 
0.13 

55 

1.00 

0.12 

20  -  29 

0.14 

30  -  39 

0.18 

40  -  49 

0.13 

50  -  59 

0.08 

60  -  69 , 

0.14 

70  -  79 

0.05 

80  -  89 

0  03 

90  -  99 

0  03 

100  -  109 

0.02 

110  -  119 

0.08 

58 

Source:   Forms  F-430,  Daily  Record  of  Field  Reviewer  Activity. 
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Table  57.— FIELD-REVIEWER  TIME  BY  ACTIVITY:   STAGE  II 


Activity 


Average  number 

of  hours  .per 

field  reviewer 


Proportion  of 
total  field- 
reviewer  time 


Total 

Field  review  and  related  work 

First  review 

Intermediate  review 

Final  review 

Closeout  review 

Completing  daily  report  on  field  review 

Conferring  with  crew  leader 

Instructing  enumerators 

Enumeration  and  related  work 

Regular  enumeration  in  original  EA 

Regular  enumeration  in  reassigned  EA 

Closeout  enumeration 

Enumeration  of  EA  failing  office  quality- control  inspection. 

Travel 

Waiting  time 

Waiting  for  late  enumerators 

Lost  time  because  of  broken  appointments 

Waiting  for  new  work 

Personal  time,  including  lunch 

Other  census  work 

Stage  I  clean-up  work 

*Less  than  .005. 

Source:  Forms  F-430,  Daily  Record  of  Field  Review  Activity. 


203.9 

47.8 
11.1 
0  7 
15.6 
3.9 
1.1 
7.8 
7.7 

69.2 

59.0 

6.2 

3.2 
0.8 

10.8 

2.8 
0.8 
0.3 
1.8 

48.9 

15.3 

9.1 


1.00 

0.23 
0.05 
(*) 
0.08 
0.02 
0.01 
0.04 
0.04 

0.34 
0.29 
0.03 
0.02 

.(*) 

0.05 
0.01 

(,-) 
(*) 

0.01 
0.24 
0.08 
0.04 


Table  58.— NUMBER  OF  FIELD  REVIEWS  BY  DAY  OF  ENUMERATION:   STAGE  II 


Day  and  week 

Average  number  of  reviews  per  day 

First 
reviews 

Intermediate 
reviews 

Final 
reviews 

Closeout 
reviews 

Total 

8.2 

0.4 
0.4 
0.5 
1.0 
1.0 
0.2 

1.1 

0.7 
0.5 
0.4 
0.3 
0.1 

0.2 
0.2 
0.2 
0.1 
0.1 
(*) 
0.1 
(*) 
(*) 
(*) 
0.1 

(*) 

0.2 

(*) 

0.1 

(*) 

0.1 
0.1 

11.9 

(*) 
(*) 

0.1 

(*•) 
(*) 

0.1 

0.2 
0.3 
0.4 
0.5 
0.4 
0.2 

0.7 
0.6 
0.5 
0.6 
0.4 
0.2 

0.6 
0.6 
0.6 
0.6 
0.5 
0.2 

1.7 
1.2 
0.4 
0.1 
0.1 

5.0 

Day 
1 

Week 

? 

3 

4 

5 

6 

7 

0.1 

8 

0.1 

9 

0.1 

in 

0.1 

11 

0.2 

1? 

0.1 

1  3 

0.3 

14 

0.3 

15 

0.2 

16 

0.2 

17 

0.2 

18 

0.1 

19 

0.3 

?n 

0.3 

21 

0.3 

?? 

0.2 

?3 

0.2 

24 

0.1 

5th 

0.6 

6th 

0.6 

7th 

8th 

0.3 
0.1 

9th 

*-Less  than  .05. 

Source:   Forms  F-4-30,  Daily  Record  of  Field  Reviewer  Activity. 
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Table  59.— FIELD-REVIEW  TIME  BY  TYPE  OF  RE/TEW:  STAGE  II 


Time  in  minutes 


Total 


Les£ 

than  2n 

-  29 

?n 

-  39 

4n 

-  49 

^n 

-  59 

m 

-  69 

70 

-  79 

m 

-  89 

qn 

-  99 

inn 

-  109 

nn 

-  119 

i?n 

or  more 

Mean 

'•.  oportion  of  reviews 


First 
reviews 


j  Inter- 
i  mediate 


_L 


0.01 
C.03 
0.03 
0.10 
0.21 

0.15 
0.09 
0.U 
0.05 
0.02 
0.11 

82 


1.00 

0.27 
0.04 
0.05 
0.04 
0.03 
0.19 

0.05 
0.06 
0.09 
0.02 

0.14 
87 


Final 
reviews 


1.00 

0.01 
0.03 
0.07 
0.11 
0.11 
0.25 

0.11 
0.06 
0.08 
0.02 
0.02 
0.13 

79 


Close- 
out 
reviews 


1.00 

0.47 
0.09 
0.07 
0.04 
0.02 
0.10 

0.05 
0.02 
0.04 
0.02 
0.01 
0.08 

47 


Source : 

Activity, 


Forms  F-430,  Daily  Record  of  Field  Reviewer 


Table  61. —TIME  REQUIRED  FOR  OFFICE  TRANSCRIPTION 
VERIFICATION  BY  OPERATION:   STAGE  I 

(Time  shown  in  minutes) 


Time  per  EA 


Operation 


Total . 


Return  completed  work  and  get  new 
assignment 


Enter  identification  items  on 
transcription-verification  form. 


Determine  sampling  rate  and  turn  to 
sample  units 


Verify  transcription  and  tally  errors.. 

Determine  from  tallies  whether  enu- 
meration books  passed  or  failed 
inspection 


Source:   Forms  F-44-6,  Observation  of  Office  Tran- 
scription Verification  Operations. 


Table  60.— TIME  REQUIRED  FOR  OFFICE  QUALITY  CONTROL 
BY  OPERATION:  STAGE  I 

(Time  shown  in  minutes) 


Operation 


Total . 


fifeturn  completed  work  and  get  new 
assignment 


Check  enumeration  books  for  torn  or 
creased  pages  and  marks  in  margin... 

Determine  if  too  many  units  were  com- 
pleted by  closeout  procedure 

Enter  identification  items  on 
quality  control  form 


Tally  omissions  of  housing  and  popu- 
lation items  on  a  sample  of  pages 

Determine  from  tallies  whether  enumera- 
tion book  passed  or  failed  inspection. 

Verify  payroll  counts 


Time  per  EA 


Average 

actual 

time 


29.1 

2.1 
1.4 
1.7 
0.7 
8.9 

0.5 

13.7 


Normal 
time 


26.7 

1.8 

1.5 

1.6 

0.6 

8.5 

0.5 
12.3 


Source:   Forms  F-445,  Observation  of  Stage  I  Office 
Quality  Control  Operation. 


Table  62.— TIME  REQUIRED  FOR  OFFICE  QUALITY  CONTROL 
BY  OPERATION:   STAGE  II 


(Time  shown  in  minutes) 


Operation 


Total . 


Return  completed  work  and  get  new 
assignment 


Enter  identification  items  on  quality- 
control  form 


Tally  errors  and  omissions  for  a 
sample  of  housing  units 


Verify  payroll  counts. 


Determine  from  tallies  whether  enu- 
meration book  passed  or  failed 
inspection 


Time  per  EA 


Source:   Forms  F-447,  Observation  of  Stage  II  Office 
Quality  Control  Operation. 
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PART  I  -  GENERAL  INFORMATION 


During  the  1960  Census  of  Population  and  Housing  160,000  enumerators  will 
be  hired  to  collect  information  about  :30,000s000  people.  In  doing  this 
they  will  visit  approximately  61,000,000  homos  throughout  the  United  States. 

The  160,000  enumerators  will  be  supervised  by  10,000  Crew  Leaders  each  of 
whom  will  be  assisted  by  a  Field  Reviewer.  Since  all  of  these  persons  can- 
not be  supervised  from  Washington,  the  Bureau  of  the  Census  has  set  up  392 
District  Offices  each  of  which  will  be  supervised  by  a  District  Supervisor 
who  will  be  responsible,  on  the  average,  for  25  Crew  Leaders,  25  Field  Re- 
viewers, and  4-00  enumerators. 

Since  taking  a  Census  of  the  United  States  is  such  a  tremendous  enterprise, 
we  want  to  make  a  special  effort  to  find  out  how  much  certain  parts  of  the 
1960  Census  cost  us,  in  terms  of  time  as  well  as  money.  This  information, 
as  you  can  appreciate,  is  essential  for  planning  the  next  Census  in  1970  as 
well  as  for  planning  other  surveys  in  the  years  to  come. 

For  this  reason  it  has  been  decided  to  initiate  a  program  for  the  sole  pur- 
pose of  collecting  information  about  the  time  and  cost  of  the  I960  Census. 
However,  since  it  would  be  tremendously  expensive  to  get  the  information  we 
need  for  each  person  involved  in  the  Census,  wa  have  decided  to  limit  this 
Special  Records  Program  to  a  sample  of  the  work  carried  out  in  2£  of  the 
392  District  Offices  in  the  U.  S,  The  time  and  cost  information  we  collect 
about  the  work  performed  in  these  25  offices  will  be  considered  as  a  repre- 
sentative sample  of  all  Census  work  being  performed  throughout  the  Country. 

Each  of  the  25  offices  will  have  a  Records  Supervisor  who  will  be  responsible 
for  collecting  information  on  the  amount  of  time  spent  by: 

1 .  Crew  Leaders  before  enumeration  in  getting  ready  to  take  the 
Census  on  April  1 , 

2.  Crew  Leaders  during  Stage  I  of  the  Census  which  will  start  on 
April  1  and  last  until  about  April  13j 

3=  Crew  Leaders  during  Stage  II  of  the  Census  which  will  start  on 
April  20  and  last  until  about  the  middle  of  May, 

Lr.     Enumerators  during  both  Stage  I  and  Stage  II,  and 

5.  Field  Reviewers  during  both  Stage  I  and  Stage  II. 

On  February  19,  1960,  a  memorandum  was  sent  by  Robert  B.  Voight,  Chief  of 
the  Field  Division  of  the  Bureau  of  the  Census,  to  the  District  Supervisor 
in  your  office  telling  him  about  the  Special  Records  Program  and  the  persons 
who  will  be  working  on  it.  Read  this  memorandum  carefully  to  see  what  your 

responsibilities  are  to  your  District  Supervisor.  The  memorandum  also  tells 
you  about  your  pay,  your  working  hours  and  your  schedule  for  training  the 
Records  Clerks  who  will  be  working  under  you.  Keep  this  memorandum  with 
your  Records  Supervisor's  Manual. 


ine  Records  Clerk  will  accompany  the  Crew  Leader  whenever  he  does 
Census  work  except: 

a.  When  the  Crew  Leader  is  either  training  enumerators  or 
being  trained. 

b.  When  the  Crew  Leader  is  at  home  for  any  extended  time, 

in  which  case  the  Crew  Leader  will  fill  out  a  form  F-421. 


2.0  The  Materials  You  Need 

2.1  F-^glf,  Instructions  to  Records  Clerks.  Form  F-U2^  is  a  set  of 
instructions  to  Records  Clerks  who  will  keep  a  "Daily  Record  of 
Crew  Leader  activities  before  enumeration".  These  instructions 
describe  the  jot  of  the  Crew  Leader  and  tell  the  Records  Clerk 
how  to  describe  and  record  the  time  his  Crew  Leader  spends  on  each 
of  his  activities  up  to  and  including  April  1st. 

2.2  FA20,  Daily  Record  of  Crew  Leader  Activities  (Before  enumeration). 
Form  F-^20  is  the  actual  report  form  that  the  Records  Clerk  will 
fill  out  as  he  accompanies  the  Crev  Leader  he  is  assigned  to. 


2.3  FA21,  pp.ily  Record  of  Crew  leader  jjome-  Activities  (Before  enumer- 
ation) .   This  form  is  one  which  the  Records  Clerk  will  ask  the 
Crew  Leader  to  fill  out  whenever  the  Crew  Leader  does  any  Census 
work  at  home  which  the  Records  Clerk  cannot  observe  directly. 


2  A  F-425.  Records  Supervisor's 
(Eefore  enumeration),  This 
to  train  the  Records  Clerks 
including  April  1. 


.iULJe  for  Training  Records  Clerks 
.s  the  training  guide  you  will  use 
rho  accompany  Crew  Leaders  up  to  and 


2.5  Exhibits  1  and 


These  are  exhibits  showing  the  way  the  various 
forms  "look  after  the  Records  Clerk  fills  them  out.  You  will  use 
these  in  connection  with  your  F-^2S  Training  Guide  when  you  train 
your  Records  Clerks. 

2.6  Practice  Exercises  1  and  2,  These  are  exercises  which  you  will 
use  during  training  to  give  your  Records  Clerks  practice  in  fill- 
ing out  the  forms  they  will  be  using  to  record  Crew  Leaders 
preparatory  work  through  April  1. 

2.7  Key  to  Exercises  1  and  2   showing  the  correct  answers. 

2.8  Envelopes.  Large  12  by  16  inch  envelopes  will  he  used  for 
mailing  F-Ij-20's  and  F-U21's. 

2-9  F-230,  Stage  I  Crew  Leader's  Manual.  Give  each  Records  Clerk 
a  Crew  Leader's  Manual.  These  are  to  be  obtained  by  you  from 
the  District  Supervisor. 


FART  II  -  T^C^RUS  OF  CREW  LEADER  ACTIVITIES 


\.      BEFORE  ENUMERATION  (THROUGH  APRIL  1) 
1.0  Brief  Description  of  Program 

1.1  Crew  Leader  Activities  before  enumeration.  Crew  Leaders  will  re- 
port  for  duty  on  either  March  9  or  March  Ik   depending  on  the 
District  Office  schedule.   (See  Attachment  B  of  the  memorandum  to 
District  Supervisors  dated  February  19  on  the  Special  Records 
Program.)  Before  April  1st  they  will  be  busy  making  preparations 
for  the  Census  on  April  1.  The  following  is  a  brief  list  of  the 
kinds  of  things  they  will  be  doing  during  this  time: 

a.  Receive  preparatory  training  on  the  first  day  they  re- 
port for  duty. 

b.  Recruit,  test  and  hire  enumerators. 

c.  Make  a  check  of  the  maps  and  the  actual  area  of  each 
individual  enumerator  in  their  crews . 

d.  Receive  training  on  how  to  take  the  Census,  and 

e.  Train  enumerators. 

f.  Make  special  arrangements  to  enumerate  persons  staying  at 
hotels  and  similar  places  ("T-night"  places). 

g.  See  that  enumerators  get  started  off  right  on  April  1. 

1.2  Records  Clerks'  Activities.  Each  of  the  3  or  k   Records  Clerks 
in  your  office  who  accompany  Crew  Leaders  until  April  1  will  be 
assigned  to  accompany  one  Crew  Leader.  They  will  accompany  the 
same  Crew  Leader  every  working  day  up  to  and  including  all  day 
April  1st  when  the  Crew  Leader  will  be  involved  in  getting  enumer- 
ators started  and  seeing  that  Hotels  and  other  "T-night"  places 
are  enumerated. 

Each  day  the  Records  Clerk  is  to  mail  you  his  form  F-l<-20  and  F-^21 
for  work  completed  the  day  before.  If  March  9  is  the  Crew  Leader's 
first  day  of  duty,  the  Records  Clerk  will  arrange  to  get  in  touch 
with  him  before  the  morning  of  March  10  and  make  arrangements  to 
meet  him  on  March  10.  Similarly,  if  March  Ik   is  the  Crew  Leader's 
first  day,  the  Records  Clerk's  first  day  will  be  March  15. 


3-0  How  to  Supervise  the  Program 

Attachments  C  and  D  of  the  February  19  memorandum  show  how  you  will 
select  the  Crew  Leaders  whom  your  Records  Clerks  will  accompany. 
For  example,  the  District  Office  in  Altoona,  Pa.  (Code  042U)  will 
have  three  Crew  Leaders  who  will  be  accompanied  by  Records  Clerks. 
These  are  the  Crew  Leaders  in  Crew  Leader  Districts  2,  8  and  Ik. 

In  17  of  the  25  District  Offices  there  will  be  a  Management  Analyst 
working  with  the  Records  Supervisor.  This  person  is  a  member  of 
the  Washington  staff.  In  these  offices  he  will  accompany  a  Crew 
Leader  up  through  March  31  just  as  if  he  were  a  Records  Clerk. 

For  example,  in  'the  Cambridge  District  Office  (Code  0129),  Attach- 
ment C  shows  that  Records  Clerks  will  accompany  Crew  Leaders  in 
Crew  Leader  Districts  3  and  25.  In  addition,  Mr.  John  Hall  from 
Washington  will  accompany  the  Crew  Leader  in  District  lb   of  the 
Cambridge  Office.  You  will  note  that  the  February  19  memorandum 
asked  the  District  Supervisor  to  see  that  each  Crew  Leader  in  this 
part  of  the  program  received  a  copy  of  a  memorandum  telling  him 
about  the  program  (See  page  2  of  the  Fe  bruary  19  memorandum  and 
the  accompanying  materials,) 

Before  March  9,  telephone  each  Crew  Leader  for  the  Crew  Leader  Dis- 
tricts shown  in  Attachments  C  and  D  of  the  February  19  memorandum 
to  be  sure  they  understand  the  requirements  of  the  program  and  to 
tell  them  the  names  of  the  RecordE  Clerks  who  will  accompany  them. 


h.O     Training 

You  will  use  F-l*-25,  Records  Supervisor's  Guide  for  training  Records 
Clerks  (Daily  Record  of  Crew  Leader  Activities  before  Enumeration). 
The  first  two  pages  of  this  Training  Guide  tell  you  how  to  use  the 
Guide.  Read  these  pages  carefully  so  that  you  will  be  prepared  for 
the  training  class  which  you  will  hold  on  March  9  or  March  Ik.      (See 
Attachment  B,  February  19  memorandum.) 

The  performance  of  the  Records  Clerks  will  depend  a  great  deal  on 
how  well  you  have  instructed  them.  Study  the  entire  Guide  and  the 
Instructions  referred  to  in  the  Guide  so  that  you  will  be  able  to 
answer  questions  from  trainees.  Go  over  the  Exhibits  and  Practice 
Exercises  to  make  sure  you  understand  them.  The  Guide  tells  you 
what  materials  you  should  have  at  each  trainee's  place  before  you 
begin  training. 
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Give  each  Records  C±erk  the  following  supplies  at  the  end  of  train- 
log  class . 


Material 

F-teQ 

F-U21 

F-424 

F-230 

12"  x  16"  Envelopes 

11-30B 

l;>209a 


Quantity 

25 
25 

1 

1 
20 

3 

3 


5.0    Rov  to  Review  the  Daily  Record  of  Crew  Leader  Activities 


=  .1 


How  to  Check  in  Forms  Received  from  Records  Clerks.  Make  a 
simple  check-in  sheet  to  use  in  controlling  the  F-420' s  and 
F-421's  each  day  as  they  come  in: 


Date  on  F-420  and  F-421 


Crew  Leader 

Crew 

Records 

District 

Leader 

Clerk 

2 

Jones 

Church 

6 

Kelley 

Weber 

8 

HlTBCh 

Fields 

17 

Greene 

Smith 

379- 


1710" 


3Z^ 


~Wz 


etc . 


H£ 


If  you  do  not  receive  forms  iron  a  Records  Clerk  or  if  he 
sends  them  In  late,  get  in  touch  with  Mm  to  find  out  why. 

5-2     How  to  edit  forms  F-420  and  F-421.     As  you  receive  these  forms 
do  the  following: 

5-21     General 

a.  See  whether  an  T-421  was  required.    (Tell  Records 
Clerks  to  write  "Ho  F-421"  across  the  top  of  the 
F-420  if  no  F-421  was  required  for  the  day  of  the 
report.) 

"b.  Use  a  blue  pencil  when  you  make  corrections. 

c.  If  you  find  any  errors  or  omissions  you  cannot  cor- 
rect yourself,  call  on  the  Records  Clerk  to  heljp  you. 

d.  When  you  make  a  correction  do  not  obliterate  the 
Records  Clerk's  entry.     Draw  a  single  line  through 
the  orginal  entry  and  enter  the  correction  neatly 
above  it  like  this: 

23 

e.  Check  items  A-D  On  both  the  F-420  and  the  F-421 
first  to  see  that  they  are  complete  and  that  the 
dates  are  correct. 

f .  Circle  items  which  require  an  entry  but  were  left 
blank. 

g.  Edit  one  page  at  a  time. 

5.22    Before  you  edit  the  F-420,   see  that  the  Records  Clerk 

has  transcribed  the  information  correctly  from  the  F-421, 
Home  activities  Record  to  the  F-420.     Look  for  amissions 
and  mistakes  in  arithmetic  as  you  copy  the  information 
to  the  F-420.     Circle  any  errors  in  blue  pencil.     Use 
the  following  tally  as  a  guide  in  Checking  transcription: 


If  there  is  an  entry 

on  F-421,  Home  activities 

Report  in: 

The  Records  Clerk  should  have 
transcribed  it  to  this  column 
on  the  F-420 

Columns  1  and  2 

Columns  1  «nH  2 

Column  3 

Column  23 

Column  9 

Column  23 

Column  10 

Column  24 

5.23  F-420,  Columns  (1)  and  (2) 

a.  For  every  entry  in  columns  1  and  2,   check  to  see  that 
there  is  an  entry  on  the  same  line  for  number  of  min- 
uteB  spent  in  the  activity  in  any  one  of  columns  6, 
7,  8;  12,  13,  14;  or,  17  through  23. 

b.  Compute  the  total  number  of  minutes  from  the  start 
time  in  column  1  on  the  first  line  to  the  stop  time 
in  column  2  on  the  last  line  for  the  page  you  are 
editing.  Write  this  number  at  the  bottom  of  the 
F-420  under  columns  1  and  2. 

c.  Then  add  the  entries  on  the  total  line  in  columns  6-8, 
12-14,  and  17-23.  Be  sure  to  exclude  the  mileage  in 
columns  5  and  11.  If  this  does  not  agree  with  your 
computed  total: 

(1)  first  check  your  own  arithmetic,  then 


(2)  check  the  Records  Clerk's  totals  for  these 
columns . 

(3)  If  there  is  still  a  discrepancy,  check  that  each 
entry  in  columns  6-6,  12-14  and  17-23  agrees 
with  the  time  readings  in  columns  1  and  2. 

(4)  If  there  is  still  a  discrepancy,  check  each  line 
separately  to  see  whether  the  Records  Clerk's 
entries  in  column  2  agree  with  column  1  on  the 
following  line. 

5.21*-  F-420,  Columns  (3),  (4)  and  (5).   Check  each  line  to 
see  that  column  5  1b  the  difference  between  columns  3 
and  4.  If  there  is  an  entry  in  column  5  there  should 
also  be  an  entry  in  column  6.  Check  the  total  of _ col- 
umn 5  to  see  that  the  Clerk  added  this  "column  correctly. 

5.25  F-420,  Columns  (9),  (10)  and  (11).  Check  each  line  to 
see  that  column  11  is  the  difference  between  columns 

9  and  10^  Check  the  total  in  column  11  to  see  that  the 
addition  is  correct.  Check  that  columns  5  and  11  do  not 
both  have  entries  on  the  same  line. 

If  there  are  entries  in  columns  9>  10  and  11,  there  should 
be  an  entry  in  column  12  or  column  14  -   not  in  column  6. 
However,  the  entry  in  column  12  would  only  occur  if  the 
Crew  Leader  drives  his  car  while  prelisting.  Since 
Crew  Leaders  should  not  do  this  very  often,  check  with 
the  Records  Clerk  if  you  find  many  entries  in  columns  .11 
and  12  on  the  same  line. 

5.26  Col""""  (15?  and  (16).  For  every  entry  in  columns  12,  13, 
or  14  there  must  be  an  entry  in  both  column  15  and  column 
16. 

5.27  Col""""  (23)  and  (24).  For  every  entry  in  column  23  see 
that  there  is  an  entry  in  column  24  describing  the  activity. 

5.28  Grand  Total.  In  some  instances  your  Records  Clerk  will 
send  you  several  F-420's  for  the  same  day.  If  so,  enter 
the  grand  total  for  all  pages  at  the  bottom  of  the  top 
page  and  label  it  "Grand  Total" . 

5.3  Notifying  Records  Clerks  of  their  Errors.  The  purpose  of  finding 
errors  during  the  editing  process  is  to  determine  when  to  re- 
train a  Records  Clerk  or  caution  him  to  be  more  careful  in  the 
future.  Sometimes  not  very  much  can  be  done  about  errors  already 
made.  For  example,  a  lost  time  entry  can  never  be  regained. 
The  only  value  in  locating  and  circling  such  errors  is  to  show  the 
Records  Clerk  how  to  avoid  making  similar  errors  in  the  future. 
For  the  first  F-420  and  F-421  submitted  by  each  Records  Clerk, 
call  him  to  discuss  any  errors  he  has  made,  even  if  there  is 
only  one.  This  will  show  him  that  you  are  reviewing  his  forms 
carefully  and  are  interested  in  quality.  Thereafter,  you  need 
not  call  a  Records  Clerk  about  one  or  two  minor  errors.  But 
keep  after  those  who  are  making  errors  repeatedly. 

6.0  How  to  Report  Results  to  Washington 

6,1  Telegraphic  Report.  As  of  2  p.m.  local  time  each  Monday  and 
Thursday  send  the  following  information  to  Washington  from  all 
F-420 's  received  in  your  office  up  to  that  time: 

a.  Total  number  of  minutes  in  columns  8,  12,  13,  and 
14  on  all  F-420* s. 

b.  Total  number  of  miles  shown  in  column  11  on  all  F-420' 

c.  Total  number  of  different  "MA"  EA's  from  column  16  of 
all  F-420' b. 

d.  Total  number  of  different  "NM"  EA's  from  column  16 
of  all  F-420*e. 

Your  first  report  will  include  information  on  all  F-420 's  up 
through  March  14,  Your  second  report  will  be  the  total  of  all 
F-420's  received  after  2:00  p.m.  March  14  up  through  2:00  p.m. 
March  17,  and  so  on. 

Use  the  following  form  for  your  telegraphic  report: 

Chief,  Field  Division 
Bureau  of  the  Census 
Washington  25,  D.  C. 

Special  Records  Program  -  Crew  Leaders  (BE) 


6.2 


(Col.tt)        (Col.  11)     (Col.  12)    (Col. 13)    (Col.  14} 

JW)  (ma) 

Schultz  -  Census  -  Overland 

Report  by  Mail.  After  you  send  each  telegraphic  report,  mail 
the  F-420 rs  and  F-421 's  for  that  report  to  Washington.  Do 
not  insure,  register  or  send  by  air  mail  or  special  delivery. 


Send  to: 


Chief,  Field  Division 

Attention:  Methods  Research  Branch 

Bureau  of  the  Census 

Washington  25,  D.  C. 
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B.   STAGE  I  ENUMERATION 

1.0  Brief  Description  of  Program 

1.1  Crew  Leader  Activities  during  Stage  I.  From  April  1,  when  the 
Census  begins,  until  around  April  13  or  poBsibly  later,  Crew 
Leaders  will  spend  most  of  their  time: 

a.  reviewing  the  work  of  enumerators 

b.  receiving  reports  from  enumerators  on  the  amount  of 
work  completed 

c .  making  reports  to  the  District  Supervisor  on  the  pro- 
gress of  the  Census  and  the  quality  of  their  enumer- 
ators '  work 

d.  receiving  completed  work  and  mailing.it  to  the  District 
Office 

e.  preparing  payrolls. 

1.2  Records  Clerks  Activities.  During  Stage  I  you  will  only  need 
1  Records  Clerk  In  your  office  to  accompany  Crew  Leaders  from 
April  2  until  the  end  of  Stage  1  enumeration.  Unlike  the  Clerks 
who  accompany  Crew  Leaders  before  enumeration,  that  is  to  say, 
before  April  2nd,  this  Records  Clerk  will  accompany  a  different 
Crew  Leader  each  day. 

Each  diy  the  Records  Clerk  is  to  mail  you  the  forms  F-426  and  the 
Crew  Leader  will  mall  the  F-427  for  work  completed  the  day  before. 
Thus,  on  April  2nd  the  Records  Clerk  will  mail  you  the  F-426 
for  work  he  observed  the  Crew  Leader  perform  on  April  2nd. 

The  Records  Clerk  will  make  his  own  arrangements  for  getting  in 
touch  with  the  Crew  Leader  the  day  before  he  is  to  accompany 
him.  He  will  accompany  him  whenever  he  does  Census  work  except 
when  he  is  at  home  for  any  extended  time.  In  this  event  the  Crew 
Leader  will  fill  out  form  F-427  showing  the  kind  of  work  he  did 
at  home,  if  any,  and  the  amount  of  time  he  spent  on  such  work. 
The  Crew  Leader  will  mail  you  the  F-427. 


Make  assignments  through  April  30,  even  though  Stage  I  may  not  last 
that  long.  Repeat  the  names  as  often  as  necessary  to  carry  you 
through  April  30.  Fox  example,  suppose  you  find  on  April  13  that 
four  Crew  Leaders  names  Avon,  Johnson,  Sanders  and  Wilson  will 
continue  working  in  Stage  I.  The  Records  Clerks  assignments  are: 


2.0  The  Materials  You  Need 

You  will  need  the  following  u 
the  Special  RecordB  Program: 


uerials  for  carrying  out  this  part  of 


a.  F-436,  Instructions  to  Records  Clerks  (Daily  Record 
of  Crew  Leader  activities.  Stage  I). 

b.  F-426,  Daily  Record  of  Crew  Leader  Activities,  Stage  I. 

c.  F-427,  Daily  Record  of  Crew  Leader  Home  Activities,  Stage 
I  and  Stage  II. 

4.  F-437,  Records  Supervisor's  Guide  for  training  Records 
Clerks  (Stage  I  Crew  Leader  Activities). 

e.  Exhibits  3  and  k.     These  are  exhibits  showing  how  the 
daily  records  look  after  they  have  been  completed  by  the 
RecordB  Clerk.  You  will  use  these  during  training. 

f.  F-230,  Crew  Leader's  Manual  (Stage  I). 

g.  Envelopes.  These  envelopes  are  12"  x  16"  and  will  be  used 
by  the  Records  Clerk  for  mailing  you  his  completed  F-426's 

h.  Envelopes.  These  envelopes  are  10"  x  14"  and  will  be  used 
by  the  Crew  Leader  for  mailing  you  his  completed  F-427's. 

3.0  How  to  Supervise  the  Program 

You  will  receive  a  list  of  the  Crew  Leader  Districts  for  your  office 
which  will  tell  you  the  date  on  which  the  Records  Clerk  is  to  ac- 
company the  Crew  Leader  for  that  district.  This  llBt  will  be  good 
until  April  13. 

We  want  to  keep  records  on  Stage  I  Crew  Leader  activities  in  your 
office  for  as  long  as  such  work  continues. 

Since  the  Records  Clerk  will  be  with  a  different  Crew  Leader  each 
day,  he  will  need  a  copy  of  the  list  of  Crew  Leaders  we  send  you, 
their  addresses  and  telephone  numbers.  He  will  have  to  arrange 
with  them  beforehand  when  and  where  they  are  to  meet  each  day. 

See  that  all  Crew  Leaders  in  your  District  Office  have  received  a 
copy  of  the  memorandum  which  was  sent  out  with  the  February  19 
memorandum  to  DlBtrict  Supervisors.  A  sufficient  quantity  was  sent 
out  to  supply  everyone. 

On  April  13  the  District  Supervisor  will  hold  a  Stage  I  clOBeout 
meeting  to  determine  which  Crew  Leaders  in  his  office  will  continue 
to  work  on  Stage  I  until  the  Job  is  completed.  This  will,  of 
necessity,  be  Crew  Leaders  who  will  not  go  into  Stage  II  work. 

As  soon  as  possible,  find  out  from  the  District  Supervisor  the  names 
of  all  Crew  Leaders  who  will  continue  working  on  Stage  I.  Make  a 
ll8t~~of  the  last  names  of  these  Crew  Leaders  in  alphabetical  order. 
Assign  Crew  Leaders  to  Records  Clerks  In  this  order,  starting  the 
day  after  the  cloeeout  meeting.  If  the  closeout  meeting  is  held 
on  April  13,  as  scheduled,  the  flrBt  such  assignment  will  be  for 
April  Ik. 


Date 
April  14 

15 

16 
18 
19 
20 
21 
22 
23 
25 
26 
27 
28 
29 
30 


Crew  Leader 

Avon 

Johnson 

Sanders 

WilBon 

Avon 

Johnson 

Sanders 

Wilson 

Avol 

Johnson 

Sanders 

Wilson 

Avon 

Johnson 

Sanders 


Send  a  copy  of  this  assignment  sheet  to: 

Chief,  Field  Division 
Attention:  Methods  Research  Branch 
Bureau  of  the  Census 
Washington  25,  D.  C. 

If  a  Crew  Leader  Is  no  longer  working  when  the  Records  Clerk  comes  to 
his  name  on  the  list,  the  RecordB  Clerk  will  not  work  that  day.  On 
the  following  day  he  will  accompany  the  next  person  on  the  llBt . 

Be  sure  to  give  the  Records  Clerk  who  works  after  April  13  a  copy  of 
the  alphabetical  list  of  close-out  Crew  Leaders,  their  addresses  and 
telephone  numbers.  See  that  he  understands  that  if  a  Crew  Leader  is  not 
working  when  he  reaches  his  name  on  the  list,  the  Records  Clerk  will 
not  work  on  that  day. 

k.O     Training  Records  Clerks  who  accompany  Crew  Leaders  during  Stage  I 

You  will  use  F-437,  Records  Supervisor's  Guide  for  Training  Records 
Clerks  (Daily  Record  of  Crew  Leader  Activities  -  Stage  I)  when  you 
train  your  Records  Clerk  on  March  23. 

The  performance  of  the  Records  Clerks  will  depend  a  great  deal  on 
how  well  you  have  intructed  them.  Study  the  entire  Guide  and  the 
Instructions  referred  to  in  the  Guide  so  that  you  will  be  able  to 
answer  questions  from  the  trainees.  Go  over  the  Exhibits  to  make 
sure  you  understand  them.  The  Guide  tells  you  what  materials  you 
should  have  at  each  trainee's  place  before  you  begin  training. 

Give  each  Records  Clerk  the  following  supplies  at  the  end  of  the 
training  class: 


Material 

Quantity 

F-426 

F-l(27 

F-436 

12"  x  16"  envelopes 

11-30B 

10-209a 

10"  x  Ik"   envelopes 

35 
35 

1 

30 

it 

4 

30 

How  to  Review  the  Daily  Records, 

F-426 

and  F-427 

Make  all  corrections  and  entries  in  blue  pencil. 

5.1  Items  A  through  D  of  F-U26. 

Item  A  -  If  item  A  is  blank,  refer  to  your  Records  Clerks' 
assignments  sheets  and  enter  the  name  of  the  Crew 
Leader . 

Item  B  -  If  item  B  is  blank,  refer  to  your  Records  Clerks' 

assignment  sheets  and  enter  the  name  of  the  Records 

Clerk. 

Item  C  -  If  item  C  is  blank,  enter  the  District  Office  city 
code  number. 

Item  D  -  If  item  D  is  blank,  refer  to  your  Records  Clerks ' 
assignment  sheets  and  enter  the  correct  date. 

If  both  items  A  and  D  are  missing,  check  the  reports 
received  up  to  that  date  and  determine  vhnt  report 
is  missing. 

5.2  Columns  (3),  (U)  and  (5)  of  F-k26. 

a.  Columns  (3)  and  (h)    -  Check  that  entries  in  columns  (3)  and 
{k)   have  the  correct  number  of  digits. 

^ ■     Column  (£)   -   Check  the  accuracy  of  each  entry  in  column  (5) 
by  subtracting  the  entry  in  column  (fe)  from  the  entry  in 
column  (U).   If  entry  is  wrong,  correct  it. 
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CORDS       SUPERVISOR'S       f.  A  II  l'  A  L 


5.3     "Total"  line  of  F-426. 

a.  Check  the  total  number  of  minutes  entered  on  the  "Total" 
line  against  the  total  number  of  minutes  as  determined  from 
the  time  entry  on  the. first  line  in  column  (l)  and  the 
last  time  entry  in  column  (2)  of  each  form. 

b.  If  these  numbers  do  not  agree,  make  the  following  checks: 

(1)  Check  the  addition  for  each  activity  column.   If  you 
find  an  error,  correct  it. 

(2)  Review  the  entries  in  columns  (1)  and  (2)  to  see  that 
the  start  time  of  each  line  equals  the  stop  time  of  the 
line  above  it.  If  there  is  a  difference  between  the  two 
lines  of  15  minutes  or  less,  correct  it  by  changing 

the  start  time  of  the  lower  line  so  that  it  corresponds 
to  the  finish  time  on  the  line  above  it. 

If  there  is  a  difference  greater  than  25  minutes,  call 
.the  Records  Clerk.  If  he  can  supply  you  vith  the 
information  you  need,  correct  the  lines.  If  the  Records 
Clerk  cannot  help  you,  note  the  error  in  column  (19) 
and  leave  the  lines  uncorrected. 

(3)  Check  the  entry  in  each  activity  column  against  the 
entries  in  columns  (1)  and  (2).  When  you  find  an 
error  in  the  activity  columns,  correct  It. 

5.1*  Transcription  of  the  F-^27 

a.  Check  items  A  through  D  for  completeness,  Use  the  same 
procedure  as  you  did  for  the  F-426  to  supply  mlsBing 
entries . 

b.  Skip  one  line  from  the  last  entry  on  the  F-426"  and  trans- 
cribe the  information  from  the  F-^27.  Make  sure  that  the 
dates  are  the  same  on  both  forms. 

c.  If  you  do  not  have  room  to  transcribe  the  information,  use 
a  new  form.  Be  sure  to  fill  in  items  A  through  D  of  the 
new  form. 

d.  Do  not  change  the  entries  on  the  "Total"  line  of  the  T-k26 
by  adding  the  transcribed  information  to  the  activity 
columns  totals. 

When  all  necessary  corrections  have  been  made  and  the  trans- 
cription completed,  initial  the  forms  in  the  lower  right  corner. 

The  following  table  shows  the  columns  on  the  F-U27  which  cor- 
respond to  those  on  the  F-426. 


If  there  is  an  entry 
on  F-^-27  in: 

Columns  1  and  2 
Column  3 
Column  h 
Column  5 
Column  7 
Column  8 
Columns  9  and  10 

6.0  How  to  report  results  to  Washington 


The  Records  Supervisor  should 
transcribe  to  the  column  on  F-**-26 

Columns  1  and  2 
Column  1^ 
Column  15 
Column  l6 
Column  12 
Column  13 
Columns  18  gnri  19 


6.1  There  will  be  no  telegraph  report  of  time  spent  by  Crew  leaders 
during  Stage  I. 

6.2  However,  mail  all  completed  and  edited  F-^26'6  and  F-^27's  to 
Washington  on  Friday  of  each  week  at  the  end  of  the  day. 


C.  STAGE  II  ENUMERATION 

1*0  Brief  Description  of  Program 

1.1  Crew  Leader  Activities  during  Stage  II.  During  Stage  II  the 

Crew  Leader  will  do  the  same  kinds  of  things  he  did  during  Stage 
I.  He  will: 

a»  Field  review  the  work  of  his  enumerators. 

b .  Receive  reports  from  enumerators . 

c .  Make  a  report  to  the  District  Office  on  the  progress 
and  quality  of  enumeration. 

d.  Receive  completed  "wort  from  his  enumerators. 

e.  Prepare  payrolls. 

He  will  do  many  things  during  Stage  II  which  he  did  not  do  in 
Stage  I.  On  April  20  he  will  have  to  see  that  "M-night"  places 
are  enumerated.  M-night  places  include  missions,  flop  houses, 
jails  and  similar  places  where  highly  transient  persons  generally 
stay. 


1.2  Records  Clerks  Activities.  The  Records  Clerk  in  your  office  who 
will  be  assigned  to  accompany  Stage  II  Crew  Leaders  will,  as  in 
Stage  I,  work  with  a  different  Crew  Leader  each  day  during  Stage 
II  until  the  Job  is  completed.  Again,  the  Records  Clerk  will 
stay  with  the  Crew  Leader  at  all  times  except  when  the  Crew 
Leader  works  in  his  home  on  Census  activities  for  any  extended 
period  of  time.  When  this  occurs,  the  Records  Clerk  will  give 
the  Crew  Leader  a  "home  activities"  record  on  which  the  Crew 
Leader  will  keep  a  record  of  his  own  timet  Since  the  Records 
Clerk  will  be  with  a  different  Crew  Leader  on  the  following  day, 
he  will  also  give  the  Crew  Leader  an  addressed  envelope  for 
mailing  this  record  directly  to  you  each  day. 

2.0  The  Materials  You  Need 

You  will  need  the  following  mp-terials  for  this  part  of  the  Special 
Records  Program: 

a.  F-U38,  Instructions  to  Records  Clerks  (Daily  Record  of 
Crew  Leader  Activities  -  Stage  II). 


b.  F-l*39>  Records  Supervisor's  Guide  ior  Training  Records 
Clerks  (Daily  Record  of  Crew  Leader  Activities  -  Stage 
II.) 

c.  FA28,  Daily  Record  of  Crew  Leader  Activities  -  Stage  II. 

d.  F-427,  Daily  Record  of  Crew  Leader  Home  Activities  - 

Stage  II. 

e.  Exhibit  5  and  6. 

These  are  exhibits  of  the  F-^28  and  F-U27  which  you  will 
use  in  training  Records  Clerks. 

f .  Envelopes 

You  will  need  a  supply  of  12"  x  lb"  envelopes  which 
Records  Clerks  will  use  for  mailing  their  daily  reports 
to  ypu_  You  will  also  need  a  supply  of  10"  x  lV  envelopes 
to  give  Crew  Leaders  for  mailing  their  home  activities 
reports  directly  to  you. 

g.  F-230A,  Crew  Leader's  Manual  for  Stage  II 

You  will  need  a  copy  of  this  for  your  Records  Clerk  for 
his  information. 

3.0  How  to  Supervise  the  Program 

Stage  II  Crew  Leaders  are  scheduled  to  train  their  enumerators  on 
April  18  and  19.  For  this  reason  the  District  Supervisor  will  cer- 
tainly know  at  this  time  the  names  of  all  Crew  Leaders  who  will  be  in 
Stage  II. 

List  the  names  of  Stage  II  Crew  Leaders  in  alphabetical  order  accord- 
ing to  last  name.  Make  Stage  II  assignments  in.  that  order,  starting 
April  20  and  continuing  through  May  15,  even  though  Stage  II  Crew 
Leaders  may  not  be  working  that  long.  Include  Saturdays  but  not  Sun- 
days. Repeat  the  alphabetical  list  as  often  as  necessary  to  carry  you 
through  May  15,  Just  as  you  did  earlier  in  Stage  I. 

On  this  list,  show  also  the  first  name  of  each  Crew  Leader,  his  home 
address  and  telephone.  Make  one  copy  of  this  list  for  your  Records 
"Clerk.  Instruct  him  to  accompany  a  Crew  Leader  only  on  the  scheduled 
day  and  to  call  him  the  day  before  to  make  arrangements  to  meet  him. 


If  on  checking  with  a  Crew  Leader  the  Records  Clerk  finds  that  the 
Crew  Leader  does  not  plan  to  work  that  day  or  has  finished  his  Stage 
II  job,  the  Records  Clerk  will  not  work  on  that  day.  Tell  him  to 
send  you  a  report  even  if  he  does  not  work. 

^.0  Training  Records  Clerks  Who  Accompany  Crew  Leaders  During  Stage  II 

You  will  use  F-t+39^  Records  Supervisor's  Guide  for  Training  Records 
Clerks  (Daily  Record  of  Crew  Leader  Activities  -  Stage  II)  when  you 
train  your  Records  Clerks  on  April  18.  The  performance  of  the 
Records  Clerks  will  depend  a  great  deal  on  how  well  you  have  in- 
structed them.  Study  the  entire  Guide  and  the  Instructions  referred 
to  in  the  Guide  so  that  you  will  be  able  to  answer  questions  from  the 
trainees.  Go  over  the  Exhibits  to  make  sore  you  understand  them. 
The  Guide  tells  you  what  materials  you  should  have  at  each  Trainee's 
place  before  you  begin  training. 

Give  each  Records  Clerk  the  foi-lowing  supplies  at  the  end  of  training 
class: 

Quantity 

1 

hQ 

k 

u 

1*0 


Material 

F-lt27 

F-U28 

F-^38 

10"  x  lit" 

envelopes 

11-30B 

10-209a 

12"  x  16" 

envelopes 
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5.0  How  to  Review  the  Daily  Records,  F-U27  and  F-U28 

Make  all  corrections  and  entries  in  blue  pencil. 

5.1  Items  A  through  D  of  F-^27 

Item  A  -  If  item  A  Is  blank,  refer  to  your  Records  Clerks' 

assignment  sheets  and  enter  the  name  of  the  Crew  Leader. 

Item  B  -  If  item  B  is  blank,  refer  to  your  Records  Clerks ■ 

assignment  sheets  and  enter  the  name  of  the  Records 

Clerk. 

Item  C  -  If  item  C  iB  blank,  enter  the  District  Office  city 
and  code  number. 

Item  D  -  If  item  D  is  blank,  refer  to  your  Records  Clerks' 
assignment  sheets  and  enter  the  correct  date. 

Item  3  -  If  both  items  A  and  D  are  missing,  check  the  reports 
received  up  to  that  date  and  determine  what  report  is 
missing. 

5-2  Columns  (3),  (*Q  and  (5)  of  F-U28 

a.  Column  (3)  and  (k)   -   Check  that  entries  in  columns  (3)  and 
(U)  have  the  correct  number  of  digits. 

b.  Column  ( 5 )  -  Check  the  accuracy  of  each  entry  in  column  (5) 
by  subtracting  the  entry  in  column  (3)  from  the  entry  in 
column  (h).      If  entry  is  wrong,  correct  it. 

5.3  "Total"  line  of  F-U28 

a.  Check  the  total  number  of  minutes  entered  on  the  "total"  line 
against  the  total  number  of  minutes  as  determined  from  the 
time  entry  on  the  first  line  in  column  (l)  and  the  last  time 
entry  in  column  (2)  of  each  form, 

b-   If  these  numbers  do  not  agree  make  the  following  checks: 

(1)  Check  the  addition  for  each  activity  column.   If  you  find 
an  error,  correct  it. 

(2)  Review  the  entries  in  columns  (l)  and  (2)  to  see  that  the 
start  time  of  each  line  equals  the  stop  time  of  the  line 
above  it.  If  there  is  a  difference  between  the  two  lines 
of  15  minutes  or  less  correct  it  by  changing  the  start 
time  of  the  lower  line  so  that  it  corresponds  to  the 
finish  time  on  the  line  above  it. 

If  there  is  a  difference  greater  than  15  minutes,  call  the 
Records  Clerk.  If  he  can  supply  you  with  the  information 
you  need,  correct  the  lines.  If  the  Records  Clerk  cannot 
help  you,  note  the  error  in  column  (19)  and  leave  the 
lines  uncorrected. 

(3)  Check  the  entry  in  each  activity  column  against  the 
entries  in  columns  (l)  and  (2).  When  you  find  an  error 
in  the  activity  columns,  correct  it. 

5.h     Transcription  of  the  F-U27 

a.  Check  items  A  through  B  for  completeness.  Use  the  same  pro- 
cedure as  you  did  for  the  F-U28  to  supply  missing  entries. 

b.  Skip  one  line  from  the  last  entry  on  the  F-^58  and  transcribe 
the  information  from  the  F-k2J .  Make  sure  that  the  dates  are 
the  same  on  both  forms. 

c .  If  you  do  not  have  room  to  transcribe  the  information,  use  a 
new  form.  Be  sure  to  fill  in  items  A  through  D  of  the  new 
form. 

d.  Do  not  change  the  entries  on  the  "total"  line  of  the  F-U28 
by  adding  the  transcribed  information  to  the  activity  column 
totals. 

When  all  necessary  corrections  have  been  made  and  the  transcription 
completed  initial  the  forms  in  the  lower  right  corner. 

The  following  table  shows  the  columns  on  the  F-*+27  which  correspond 
to  those  on  the  P-^28. 

The  Records  Supervisor  should 


PART  III  -  ENUMERATOR  OBSERVATION 


A.   STAGE  I 

1.0  Brief  Description  of  Program 

1.1  Enumerator  Activities.  The  enumerator  will  visit  all  housing 
units  in  his  area  to  collect  Census  information.  He  will 
leave  a  Household  Questionnaire  at  every  *+tb  housing  unit,  to 
be  completed  by  the  occupants  and  mailed  to  the  District  Office. 
His  work  will  be  reviewed  by  his  Crew  Leader  or  Field  Reviewer. 
After  he  has  passed  an  initial  Field  Review,  he  will  transcribe 
the  information  from  a  Stage  I  Book  to  a  Stage  II  Book  for 

the  sample  housing  units  which  received  a  Household  Question- 
naire. This  transcription  will  be  done  at  the  enumerator's 
home. 

1.2  Records  Clerk  Activities.  Enumerators  in  certain  EA's  will  be 
accompanied  by  a  Records  Clerk  from  April  1  until  the  EA  is 
completed.  The  Records  Clerk  will  keep  a  Daily  Record  of 
Enumerator  Activities  which  shows  all  Census  work  that  the 
enumerator  does.  This  form  will  be  mailed  to  you  daily.  When 
the  Records  Clerk  leaves  the  enumerator  each  day,  we  will  give, 
him  an  Enumerator's  Home  Activity  Record  on  which  the  enumera- 
tor records  the  number  of  housing  units  and  persons  he  tran- 
scribes at  home  from  the  Stage  I  Book  to  the  Stage  II  Book. 
Each  morning,  the  Records  Clerk  examines  the  home  activity 
record  completed  by  the  enumerator  and  transfers  the  informa- 
tion to  his  own  record.  Thus,  the  Daily  Record  of  Enumerator 
Activity  which  is  mailed  to  you  each  day  will  include  tran- 
scription done  by  the  enumerator  at  home. 


If  there  is  an  entry 

transcribe  to  the  column  on 

on  F-U27  in: 

F-U28 

Columns  1  and  2 

Columns  1  and  2 

Column  3 

Column  13  , 

Column  U 

Column  lH 

Column  5 

Column  15 

Column  6 

Column  16 

Column  8 

Column  12 

Columns  9  and  10 

Columns  18  and  19 

6.0  How  to  report  results  to  Washington 

6.1  There  will  be  no  telegraphic  report  of  time  spent  by  Crew  Leaders 
during  Stage  II. 

6.2  However,  mail  all  completed  and  edited  F-U28's  and  F-U27's  to 
Washington  on  Friday  of  each  week  at  the  end  of  the  day. 


The  Materials  you  need 
Form 


Title 


F-401  Daily  Record  of  Enumerator  Activities  -  Stage  I 

y_402  Daily  Record  of  Enumerator's  Home  Activity  -  Stage  I 

F-I4.0UA  Daily  Summary  of  Enumerator  Activity 

Urban  Block  Enumerators  -  Stage  I 
(PH-1  Enumerator;  regardless  of  pay  code) 

F-1+04B  Daily  Summary  of  Enumerator  Activity 

Urban  Non-Block  Enumerators  -  Stage  I 
(PH-1  Enumerators;'  F-237  pay  code  "PF'? 

F-404C         Daily  Summary  of  Enumerator  Activity 
Rural  Enumerators  -  Stage  I 
(PH-1  enumerators;  F-237  pay  code  "ppmd") 

F-409  Instructions  for  Records  Clerks 

(Daily  Record  of  Enumerator  Activities  -  Stage  I) 
F*^n  Information  for  Records  Clerks  who  Accompany 

Enumerators 
F-412  Memorandum  to  Enumerators 

F-414  Memorandum  to  Crew  Leader:  How  to  Recruit 

Records  Clerks 
F-416  Records  Supervisor's  Guide  for  Training  Records 

Clerks  (Daily  Record  of  Enumerator  Activities  - 

Stage  I) 
Exhibit  7        (Sections  I  -  IV  of  F-401) 
Exhibit  8        (Section  V  of  F-401) 

(F-401) 


Payroll  forms 


Envelopes        12"  by  16" 


3.0 


How  to  Supervise  the  Program 

You  will  receive  from  Washington  a  list  of  EA's  (Enumerator  Assignments) 
in  which  enumerators  will  be  accompanied .  Find  out  at  the  District 
Office  which  Crew  Leader  Districts  these  EA's  are  in.  Obtain  the  names 
and  addresses  of  those  Crew  Leaders. 

Send  an  F-4L4  to  each  Crew  Leader  in  which  you  list  the  EA's  that  are 
in  the  sample.  Enclose  one  copy  of  F-412  and  a  few  copies  of  F-411. 
(You  will  receive  35  copies  of  F-411.  Save  three  and  divide  the  rest 
equally  among  the  Crew  Leaders.) 

F-414  tells  the  Crew  Leader  to  hire  Records  Clerks  and  report  their 
names  to  you.  When  each  Crew  Leader  calls,  tell  him  when  and  where 
the  Records  Clerks  should  report  for  training.  Also  call  the 
Records  Clerk  as  well  to  tell  him  the  training  time  and  location. 
If  a  Crew  Leader  has  not  given  you  the  names  of  his  Records  Clerks 
by  March  24,  call  him  to  see  what  the  problem  is. 

Before  sending  the  F-414,  complete  the  blank  spaces  in  that  memoran- 
dum by  entering  the  Crew  Leader  District  number,  ED's  included  in 
each  sample  EA,  and  your  telephone  number. 

F-414  also  tells  the  Crew  Leader  to  introduce  the  Records  Clerk  to 
the  enumerator  whom  he  will  be  accompanying.  Instruct  Records 
Clerks  to  call  you  if  they  have  not  been  told  which  enumerator  to 
accompany  by  March  30;  then  call  the  Crew  Leader  to  investigate. 
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F-^15   RECORDS   SUPERVISOR 


KAIIUAL  —  CO  H. 


In  offices  having  a  Management  Analyst,  one  of  the  enumerators  will 
be  accompanied  by  the  analyst.  The  list  which  you  receive  from 
Washington  will  indicate  which  EA  should  be  assigned  to  the  analyst. 
Do  not  send  the  F-414  and  F-411's  to  the  Crew  Leader  who  has  that 
EA  in  his  district,  but  call  the  Crew  Leader  to  find  out  who  the 
enumerator  is  and  send  the  enumerator  a  copy  of  F-412. 

Each  Records  Clerk  will  be  hired  for  a  particular  EA.  He  will  be 
told  by  his  Crew  Leader  which  enumerator  will  be  working  in  that  EA. 

Sometimes  a  Crew  Leader  shifts  an  enumerator's  assignment  at  the 
last  rainute  just  before  enumeration  begins.  For  example,  the  Crew 
Leader  may  decide  that  a  certain  EA  requires  a  male  enumerator 
rather  than  a  woman.  Remember  that  it  is  the  EA  that  is  in  our 
sample,  and  not  the  enumerator.  If  there  is  a  last  minute  shift, 
the  Records  Clerk  will  always  accompany  whichever  enumerator  works 
in  the  EA  we  have  selected. 

There  is  a  chance  that  an  enumerator  who  is  being  accompanied  will 
not  pass  Field  Review  and  will  be  released  by  his  Crew  Leader.  Or 
the  enumerator  may  quit  for  some  other  reason  before  the  EA  is  com- 
pleted. If  this  happens,  the  Records  Clerk  should  accompany  the 
person  who  is  assigned  to  complete  the  EA.  This  may  be  the  Field 
Reviewer  or  another  enumerator  who  has  finished  his  own  assignment 
and  is  ready  for  another.  Instruct  your  Records  Clerks  to  call 
you  if  enumerators  quit  or  are  released. 

Call  the  Crew  Leader  to  tell  him  of  the  above  procedure  and  ask 
him  to  see  that  the  Records  Clerk  knows  which  enumerator  will 
complete  the  EA. 

There  is  a  possibility  that  an  EA  which  we  have  selected  will  be 
found  by  the  Crew  Leader  to  be  too  large  for  one  enumerator.  If 
that  happens,  the  EA  will  be  split  into  two  or  more  parts,  with 
each  part  assigned  to  a  different  enumerator.  We  want  to  have  a 
Records  Clerk  accompany  each  such  enumerator. 

The  Technical  Officer  in  the  District  Office  will  know  about  such 
splits  as  they  occur.  Check  with  him  every  two  days  to  see  whether 
sample  EA's  have  been  split.  If  so,  ask  the  District  Supervisor  to 
instruct  the  Crew  Leader  to  hire  an  additional  Records  Clerk  for 
each  additional  enumerator  hired  to  work  in  that  EA. 

k.O     Training 

You  will  use  form  T-kx6,  Records  Supervisor's  Guide  for  Training 
Records  Clerks  (Daily  Record  of  Enumerator  Activities  -  Stage  I) 
when  you  train  on  March  29  • 

The  first  two  pages  of  this  Training  Guide  tell  you  how  to  use  the 
Guide.  Read  these  pages  carefully  so  that  you  will  be  prepared  for 
the  training  class . 

The  performance  of  the  Records  Clerks  will  depend  a  great  deal  on 
how  well  you  have  instructed  them.  Study  the  entire  Guide  and  the 
instructions  referred  to  in  the  Guide  so  that  you  will  be  able  to 
answer  questions  from  the  trainees.  Go  over  the  exhibits  and 
practice  exercise  to  make  sure  you  understand  them.  The  Guide 
tells  you  what  materials  you  should  have  at  each  trainee's  place 
before  you  begin  training. 

Give  each  Records  Clerk  the  following  supplies  at  the  end  of  the 
training  class: 


5.22  Section  V 


Material 


Quantity 


F-U01 

25 

F-402 

25 

F-U09 

1 

12"  x  16"  envelopes 

20 

5.0  Hoy  to  Review  Forma  F-UOl 

5-1  Hov  to  Check  Forms  Ir. 

Make  a  simple  check-in  sheet  on  which  to  record  the  receipt 
of  F-UOl's  each  day.  If  you  are  not  receiving  F-401's  at  all 
or  are  receiving  them  late,  ell  the  Records  Clerk  to  find 
out  why. 

5.2  How  to  Edit  the  Forms 

5.21  General 

a.  Make  every  one  of  the  checks  described  below  on 
each  F-liOl. 

b.  Use  a  blue  pencil  for  editing. 

c.  Circle  items  which  should  have  an  entry  but  do  not 
have. 

d.  When  you  make  a  correction,  do  not  obliterate  the 
Records  Clerk's  entry.  Draw  a  single  line  through 
the  original  entry  and  enter  the  correction  neatly 
above  it  like  this: 

31* 
-31- 


a.  Look  for  missing  entries.  Every  housing  unit 
visited  should  have  entries  in  columns  5,  6,  7, 
13,  and  20. 

If  there  is  an  entry  in  column  9,  there  must  be 
one  in  column  12 . 

If  there  is  an  entry  in  column  10,  there  must  be 
one  in  column  11. 

b .  If  there  are  entries  in  columns  1^  and  16,  there 
must  be  one  in  column  17-  If  the  column  17  entry 
is  missing,  make  the  correct  entry. 

c .  If  there  is  a  C,  P,  or  CP  in  column  20,  there  should 
be  an  entry  in  column  21.  If  that  entry  is  missing, 
copy  the  preceding  entry  in  column  21 . 

d.  If  there  is  an  F  in  column  15,  there  should  be 
entries  in  the  Enumerator  Field  Review  section  on 
the  reverse  side  of  the  form. 

5.23  Section  I 

Supply  any  missing  entries  by  looking  at  previous  re- 
ports. 

5.2lt  Section  II 

If  the  Records  Clerk  fails  to  fill  A  and  B,  call  this 
to  his  attention. 

5-25  Section  III 

Verify  the  entries  on  line  A  and  make  appropriate  cor- 
rections .  Be  sure  to  include  any  additions  you  have 
made  to  column  21. 

5.26  Section  IV 

a.  Verify  the  entries  in  D,  E,  G  and  I. 

b.  Check  the  subtraction  in  F  and  H. 

5-3  Notifying  Records  Clerks  of  their  Errors 

The  purpose  of  finding  errors  during  the  silting  process  is 
to  determine  when  to  retrain  a  Records  Clerk  or  caution  him 
to  be  more  careful  in  the  future.  Someljimes  not  very  much 
can  be  done  about  errors  already  made.  For  example,  a  lost 
time  entry  can  never  be  regained.  The  only  value  in  locat- 
ing and  circling  such  errors  is  to  show  the  Records  Clerk 
how  to  avoid  making  similar  errors  in  the  future. 
For  the  first  F-401  submitted  by  each  Records  Clerk,  call 
him  to  discuss  any  errors  he  has  made,  even  if  there  is  only 
one.  This  will  show  him  that  you  are  reviewing  his  forms 
carefully  and  are  interested  in  quality.  Thereafter,  you 
need  not  call  a  Records  Clerk  about  one  or  two  minor  errors . 
But  keep  after  those  who  are  making  errors  repeatedly. 

6.0  How  to  Report  Results  to  Washington 

Enumerators  will  be  working  in: 

a.  Urban  block  EA's 

b .  Urban  non-block  EA '  s 

c.  Rural  EA's 

The  list  of  EA's  in  the  Special  Records  Program  which  you  will 
receive  from  Washington  will  tell  you  which  of  these  three  groups 
each  EA  is  in. 

Each  day  as  you  edit  the  F-UOl's  you  receive  from  your  Records 
Clerks,  summarize  the  information  on  a  set  of  forms,  F-UoU.  These 
forms  are  your  "Daily  Summary  of  Enumerator  Activity": 

a.  F-J+OUA  is  for  urban  block  enumerators 

b.  F-UoUB  is  for  urban  nonblock  enumerators 

c .  F-404C  is  for  rural  enumerators . 

The  three  forms  are  identical  except  for  the  heading. 

The  following  table  shows  how  you  vill  copy  the  information  on 
the  F-ll01  to  the  T-kOk: 


Column  on  F-^OU 

1 
2 
3 

k 

5 
6 
7 
8 
9 
10 

11 


Where  to  look  on  F-401 

Section  I,  item  E 

Section  I,  item  B 

Section  II,  item  A 

Section  II,  item  B 

Section  IV,  item  H 

Section  III,  line  A,  column  1 

Section  III,  line  A,  column  2 

Section  III,  line  A,  column  3 

Section  III,  line  B,  column  2 

Section  III,  line  B,  column  3 

Section  IV,  item  I 
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F-U5   RECORDS   SUPERVISOR'S   II  A  N  UAL  —  CON. 


At  2:00  p.m.  local  time  each  day,  send  the  following  information 
by  telegram  (or  teletype  if  such  facilities  are  available  to  your 
District  Supervisor)  using  the  exact  form  shown  below: 


Chief,  Field  Division 
Bureau  of  the  Census 
Washington  25,  D.  C. 


(Project  No.)  5273 


Special  Records  Program  -  Stage  I  Enumerator  Summary 
Urban  block 

(last  name  of  enumerator)   (col.  3)   (Col-  'k)      (col.  5)   (col,  6) 

(col.  7)   (col.  8)   (col.  9)  (col.  10)   (col.  11) 


Urban  nonblock 


(last  name  of  enumerator)   (col.  3)   (col.  k)'    (col^  5)'  (col.  6)' 

(col.  7)'  (col.  8)'  (col.  9)'    (col.  10)'  (col.  11) 


B.   STAGE  II 

1,0  Brief  Description  of  Program 

1.1  Enumerator  Activities.  The  enumerator's  Job  in  Stage  II 
will  be  to  collect  complete  information  for  the  housing  units 
at  which  a  Household  Questionnaire  was  left  in  Stage  I.  If 
the  Household  Questionnaire  is  returned  complete,  the  enu- 
merator will  simply  have  to  transcribe  the  information  to  his 
Stage  II  Book  without  visiting  the  housing  unit.   If  the 
Household  Questionnaire  is  returned  incomplete,  the  enumerator 
will  either  have  to  telephone  or  visit  the  housing  unit  to 
obtain  the  remaining  information.   If  no  Household  Question- 
naire is  returned  at  all,  the  enumerator  will  have  to  make  a 
personal  visit  to  the  housing  unit  to  obtain  all  the  informa- 
tion. Each  enumerator  is  expected  to  complete  three  EA's  in 
Stage  II. 

In  the  Special  Records  Program,  enumerators  will  have  an  of- 
fice at  which  they  do  transcription  and  telephone  f ollowup . 
This  makes  it  convenient  for  the  Records  Clerk  to  observe  the 
work  of  the  enumerator  without  entering  his  home. 

1.2  Records  Clerk  Activities.  Enumerators  in  certain  EA's  will  be' 
accompanied  by  a  Records  Clerk  from  April  20  until  the  EA  is 
completed.  The  Records  Clerk  will  keep  a  Daily  Record  of 
Enumerator  Activities  which  shows  all  census  work  that  the 
enumerator  does .  This  form  will  be  mailed  to  you  daily,  and 
will  cover  the  transcription  and  telephone  follow-up  work 
done  at  the  enumerator ' s  office  as  well  as  the  personal 
visits . 

2.0  The  Materials  you  need 

Form  Title 


etc. 

Census 

(Last  name  of  Records  Supervisor)        (District  6ffice  City) 

If  you  have  no  urban  block  enumerators,  wire  "urban  block  -  none" 
if  no  urban  nonblock  enumerators,  "urban  nonblock  »•  none";  if  no 
rural  enumerators,  "rural  -  none". 

Note  that  you  will  wire  the  information  in  columns  2  throuah  11 
of  the  F-l*o!». 

The  following  exhibit  shows  what  an  actual  completed  wire  would 
look  like: 


Chief,  Field  Division 
Bureau  of  the  Census 
Washington  25,  D.  C. 


5273 


Special  Records  Program  -  Stage  I  Enumerator  Summary 
Urban  block  —  none 
Urban  nonblook 

Davis      C,  D,  36Q,  hk,  37,  111,  9,  36,  0 

Langley     C,  D,  358,  hf.,  k$,  12k,   12,  ko,    0 

Carter      C,  D,  kZO,  50,  k2,  158,  12,  k2,    0 

Stokes     C,  D,  365,  39,  3**>  101,  9,  37,  0 

Marion      C,  D,  ^70,  Ufl,  U5,  lUo,  12,  U5,  0 


F-1+05A 
F-U05B 
F-l<-05C 

F-l+06 
T-klO 
F-_L 

F-U12 
F-U17 


Exhibit  9 

Exhibit  10 

Exhibit  11 

Key  to 
Exercise  k 

11-30B 
10-209a 
Exhibit  Ik 

(11-30B) 
Exhibit  15 

(10-209a) 

Envelopes 


Rural 

Hanlon 

McGuire 

Miller 

Travis 


C,  D,  390,  Ul,  3&,  112,  10,  32,  20 

C,  D,  U72,  1+U,  43,  162,  11,  37>  30 

C,  D,  U60,  U9,  **6,  17*+,  12,  kl,  12 

C,  D,  382,  39,  37,  111,  9,  31,  18 


Brooks  -  Census  -  Johnson  City 


Include  F-Uoi's  you  receive  after  2:00  p.m.  in  the  next  day's 
telegraphic  report.  If  you  have  two  or  more  reports  for  one  enu- 
merator, use  two  or  more  lines  in  the  wire. 


Daily  Summary  of  Enumerator  Activity 
Urban  Block  Enumerators  -  Stage  II 

Daily  Summary  of  Enumerator  Activity 
Urban  Non-Block  Enumerators  -  Stage  II 

Daily  Summary  of  Enumerator  Activity 
Rural  Enumerators  -  Stage  II 

Daily  Record  of  Enumerator  Activities  -  Stage  II 

Instructions  for  Records  Clerks 

(Daily  Record  of  Enumerator  Activities  -  Stage  II) 
Information  for  Records  Clerks  who  Accompany 

Enumerators 

Memorandum  to  Enumerators 

Records  Supervisor's  Guide  for  Training  Records 
Clerks  (Daily  Record  of  Enumerator's  Activities 
-  Stage  II) 

(Sections  I  -  IV  of  F-Uo6) 

(Sectiou  V  of  F-^06) 

(Section  VI  of  F-406) 

(T-h06) 


Payroll  forms 


12"  x  16" 


3.0  How  to  Supervise  the  Program 

You  will  receive  from  Washington  a  list  of  EA's,  with  each 
identified  as  urban  block,  urban  nonblock,  or  rural ,  On  April  11, 
the  District  Supervisor  will  decide  which  Crew  Leaders  will  be 
working  in  Stage  II,  Obtain  from  him  the  names  and  addresses  of 
the  Stage  II  Crew  Leaders  who  will  be  responsible  for  the  sample 
EA's  on  the  list.  Between  April  13  and  April  16,  these  Stage  IT 
Crew  Leaders  will  select  their  enumerators  for  Stage  II, 

Call  each  Crew  Leader  on  April  16  to  see  if  he  knows  which  of  his 
enumerators  will  be  assigned  to  the  sample  EA.  If  so,  get  the 
enumerator's  naroe> address,  and  telephone  number  for  the  Records 
Clerk.  The  Records  Clerk  will  accompany  this  euumer&tor  in  all 
hie  EA's. 

If  the  Crew  Leader  does  not  know,  and  all  Of  his  enuaer&tcra  have 
been  selected,  ask  him  to  tell  you  which  enumerator  lives  closest 
to  the  sample  EA,  The  Records  Clerk  will  accompany  this  enumerator 
no  matter  which  EA's  he  may  work  in. 

If  all  enumerators  have  not  been  selected  yet,  call  the  Crew 
Leader  each  day  until  they  have  all  been  selected.  Then  ask  him 
either  to  tell  you  which  enumerator  will  work  in  the  sample  EA  or, 
failing  that,  which  lives  closest.  The  Records  Clerk  -will  accom- 
pany this  enumerator  in  all  of  his  EA's. 

As  soon  as  you  find  out  which  enumerators  have  been  selected  to  be 
accompanied  in  Stage  II,  mail  them  a  copy  of  F-U12,  which  is  a 
memorandum  to  enumerators  explaining  their  role  in  the  Special 
'Records  Program. 
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The  office  space  and  telephone  required  for  each  of  the  Stage  II 
enumerators  in  the  Special  Records  Program  are  to  be  obtained  by 
a  member  of  the  Regional  Office  staff.   He  may  require  your  as- 
sistance, however.  Although  these  offices  will  not  be  used  until 
April  20,  they  may  have  to  be  rented  well  ahead  of  time.  The 
Regional  Office  will  be  asked  to  start  renting  space  as  soon  as 
the  list  of  Stage  II  EA's  in  the  Special  Records  Program  is  ready. 

All  of  the  Records  Clerks  who  accompany  enumerators  in  Stage  I 
should  have  finished  by  April  19,  when  you  train  Records  Clerks 
for  Stage  II.  Therefore,  it  should  be  possible  to  use  the  same 
clerks  in  Stage  II.  However,  if  a  Records  Clerk  is  still  with  a 
Stage  I  enumerator,  he  is  to  remain  with  that  enumerator  until 
completion  of  the  Stage  I  EA,  and  a  different  Records  Clerk 
should  be  hired  for  Stage  II. 

You  may  be  able  to  use  one  of  the  Records  Clerks  who  accompanied 
Crew  Leaders  before  enumeration  but  was  not  used  in  Stage  I  or  II. 
If  not,  ask  the  District  Supervisor  for  help*  He  may  know  of  enu- 
merators not  used  in  Stage  II  who  would  be  available.  If  it  is 
necessary  to  hire  new  people,  show  them  a  copy  of  F-l+11,  Informa- 
tion for  Records  Clerks  who  Accompany  Enumerators . 

4.0  Training 

You  will  use  F-i+17,  Reeords  supervisor  Guide  for  Training  Records 
Clerks  (Daily  Record  of  Enumerator  Activities  -  Stage  II)  when  you 
train  on  April  19- 

The  i/erformance  of  the  Records  Clerks  will  depend  a  great  deal  on 
how  well  you  have  instructed  them.   Study  the  entire  Guide  and  the 
Instructions  referred  to  in  the  Guide  so  that  you  will  be  able  to 
answer  questions  from  the  trainees.  Go  over  the  Exhibits  and 
Practice  Exercise  to  make  sure  you  understand  them.  The  Guide 
tells  you  what  materials  you  should  have  at  each  trainee's  place 
before  you  begin  training. 

Give  each  Records  Clerk  the  following  supplies  at  the  end  of  the 
training  class: 


Material 
F-l+06 

f-i+io 

11-30B 

10-209a 

12"  x  16"  Envelopes 

5.G  Hcrtr  to  Review  Forms  F-*+01 


Quantity 

25 
1 

k 

k 

20 


5.1  How  to  Checks  Forms  In.  Make  a  simple  check-in  sheet  on  which 
to  record  the  receipt  of  F-1j06's  each  day.  If  you  are  not 
receiving  F-*+06's  at  at]  or  are  receiving  them  late,  call  the 
Records  Clerk  to  find  out  why. 

5-2  How  to  Edit  the  Forms 

5.21  General 

a.  Make  every  one  of  the  checks  described  below  on 
each  F-l+06. 

b.  Use  a  blue  pencil  for  editing. 

c.  Circle  items  which  should  have  an  entry  but  do 
not  have. 

d.  When  you  make  a  correction,  do  not  obliterate  the 
Records  Clerk's  entry.  Draw  a  single  line  through 
the  original  entry  and  enter  the  correction  neatly 
above  it  like  this: 

1+6 
-1+1- 

5.22  Section  V 

a.  Look  for  missing  entries.  Every  housing  unit  visited 
should  have  entries  in  columns  6,  7,  8,  $,   19,  and  2k. 


5.23  Section  VI 

a.  Look  for  missing  entries.  Every  housing  unit  tran- 
scribed should  have  entries  in  columns  39,  **0,  1+1, 
1+2,  and  1+3 . 

b.  If  there  is  a  C  in  column  1+3,  there  should  be  an 
entry  in  column  kk.     If  that  entry  is  missing,  copy 
the  preceding  entry  in  column  hk. 

c .  Delete  entries  in  column  1+1+  if  there  is  an  N  in 

column  1+3. 

d.  Every  housing  unit  telephoned  should  have  entries 
in  columns  1+6,  1+7,  1+8,  1+9  and  50. 

e.  If  there  is  a  C  in  column  50,  there  should  be  an 
entry  in  column  51.   If  that  entry  is  missing,  copy 
the  preceding  entry  in  column  51- 

f .  Delete  entries  in  column  51  if  there  is  an  N  in 
column  50. 

g.  If  there  a.c  entries  in  columns  53  and  54,  there 
must  be  one  in  column  55-  If  the  column  55  entry 
is  missing,  make  the  correct  entry. 

5-24  Section  I.   Supply  any  missing  entries  by  looking  at 
previous  reports . 

5.25  Section  II.  If  the  Records  Clerk  fails  to  fill  A  and  B, 
call  this  to  his  attention. 

5.26  Section  III.  Verify  all  entries  in  this  section  and 
make  appropriate  corrections.  Be  sure  to  include  any 
additions  you  have  made  to  columns  25,  1+1+  and  51- 

5.27  Section  IV 

a.  Verify  the  entries  in  D,  E,  G,  I,  and  M. 

b.  Check  the  subtraction  in  F,  H,  L,  and  N. 

c.  Check  the  addition  in  0. 

5.3  Notifying  Records  Clerks  of  their  Errors-  The  purpose  of 
finding  errors  during  the  editing  process  is  to  determine 
when  to  retrain  a  Records  Clerk  or  caution  him  to  be  more 
careful  in  the  future.   Sometimes  not  very  much  can  be  done 
about  errors  already  made.  For  example,  a  lost  time  entry 
can  never  be  regained.  The  only  value  in  locating  and 
circling  such  errors  is  to  show  the  Records  Clerk  how  to 
avoid  similar  errors  in  the  future. 

Keep  calling  records  Clerks  who  are  making  errors  repeatedly, 
but  do  not  bother  to  call  those  who  make  one  or  two  minor 
errors- 

6.0  How  to  Report  Results  to  Washington 

The  reporting  system  in  Stage  II  will  be  almost  identical  to  that 
in  Stage  I.  Each  day  as  you  edit  the  F-l+06's,  summarize  the  in- 
formation on  a  set  of  forms,  F-l+05*  These  forms  are  your  "Daily 
Summary  of  Enumerator  Activity"  for  Stage  II: 

a.  F-U05A  is  for  urban  block  enumerators 

b.  F-1+05B  is  for  urban  nonblock  enumerators 

c.  F-1+05C  is  for  rural  enumerators. 

The  three  forms  are  identical  except  for  the  heading.  The  follow- 
ing table  shows  how  you  will  copy  the  information  on  the  F-l+06  to 
the  F-l+05: 


If  there  is  an  entry  in: 

column  11 
column  12 
column  15 
column  16 


There  must  be  cne  in: 

column  ll+ 
column  13 
column  18 
column  17 


If  there  are  entries  in  columns  20  and  22,  there 
must  be  one  in  column  23.  If  the  column  23  entry 
is  missing,  make  the  correct  entry. 

If  there  is  a  C  or  CP  in  column  2*+,  there  should  be 
an  entry  in  column  25-  If  that  entry  is  missing, 
copy  the  preceding  entry  in  column  25. 

If  there  is  an  F  in  column  21,  there  should  be 
entries  in  the  Enumerator  Field  Review  section  on 
the  reverse  side  of  the  form. 


Column  on 
F-405 


2 
3 

k 
5 
6 
7 
8 

9 
10 
11 
12 
13 


Where  to  look  on 
F-l+06 

Section  V,  column  1 

Section  VT,  column  1+1 
Section  VI,  column  1+8 

Section  I,  item  B 

Section  II,  item  A 

Section  II,  item  B 

Section  IV,  item  0 

Section  III,  line  A,  column  2 

Section  III,  line  A,  column  3 

Section  III,  line  B,  column  1 

Section  III,  line  B,  column  2 

Section  III,  line  B,  column  3 

Section  III,  line  C,  column  2 

Section  III,  line  C,  column  3 

Section  IV,  item  I 
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At  2:00  p.m.  local  time  each  day,  send  the  following  information 
by  telegram  (or  teletype),  using  the  exact  form  shown  below: 


Chief,  Field  Division 
Bureau  of  the  Census 
Washington  25,  D.  C. 


5273 


Special  Records  Program  -  Stage  II  Enumerator  Summary 
Urban  Block 


(last  name      (col. 
of  enumerator)   3) 


(col.  (col.  (col.  (col.  (col.  (col.  (col. 
4)    5)    6)   7)    8)    9)    10) 


(col.  (col.   (col. 
11)    12)    13) 


Urban  nonblock 
etc. 


Rural 
etc. 


(Last  name  of  Records  Supervisor) 


Census 


(District 
Office  City) 


Enter  "none"  as  you  did  in  Stage  I  if  you  have  no  enumerators  in 
a  particular  group.  Note  that  you  will  wire  the  information  in 
columns  2  through  13  of  the  F-405. 

Include  F-4o6's  you  receive  after  2:00  p.m.  in  the  next  day's 
telegraphic  report.   If  you  have  two  or  more  reports  for  one  enu- 
merator, use  two  or  more  lines  in  the  wire. 


3.0  HOW  TO  SUPERVISE  THE  PROGRAM 

The  following  table  shows  which  Field  Reviewers  will  be  in  the  Special 
Records  Program  in  Stage  I: 


District  Office 

Cambridge,  Mass.  (0129) 
Boston,  Mass.  (0130) 
Brooklyn,  N.Y.  (0220) 
New  York,  N.Y.  (0224) 
Auburn,  N.Y.  (0237) 
Wilmington,  Del.  (0315) 
Philadelphia,  Pa. (0333) 
Pottsville,  Pa.  (01+17) 
Altoona,  Pa.  (01*24) 
Owensboro,  Ky.  (05l6) 
Columbus,  Ohio  (0533) 
Port  Huron,  Mich.  (0623) 
Chicago,  111.  (0715) 
Chicago,  111.  (0717) 
Indianapolis,  Ind.  (0744) 
Mankato,  Minn.  (08l6) 
Tulsa,  Okla.  (0935) 
St.  Louis,  Mo.  (1021) 
Overland,  Mo.  (1022) 
Salisbury,  N.  C.  (1123) 
Tampa,  Fla.  (1215) 
Johnson  City,  Tenn.  (1233) 
San  Antonio,  Texas  (1434) 
San  Diego,  Calif.  (1637) 
Salem,  Oregon  (1720) 


Crew  Leader  Districts  Where  Field  Reviewers 
will  be  In  Special  Records  Program 

2,  11,  15,  17,  21,  27,  28,  31 

9,  23,  2^,  26,  27,  36,  37,  39 

3,  5,  11,  12,  18,  24,  27,  28,  39 
6,  7,  13,  15,  21,  23,  28,  34 

2,  3,  4,  5,  7,  9,  15 

10,  13,  14,  17,  18,  19,  2"» 

11,  12,  19,  20,  25,  33,  34,  36,  39 

2,  4,  7,  8,  9,  13,  Ht 

3,  4,  5,  7,  11,  12,  15 
6,  8,  9,  11,  12,  lit,  17 

3,  4,  5,  6,  lit,  16,  29,  30 

3,  7,  10,  17,  22,  26,  31,  36 

2,  6,  17,  23,  2lt,  34,  36,  38,  39 
1,  2,  5,  12,  17,  19,  21,  22,  25 
1,  it,  10,  11,  20,  28,  33,  36 

1,  It,  9,  12,  18,  19,  20 

5,  7,  8,  9,  13,  17,  19,  21 

It,  10,  15,  17,  21,  22,  25,  28,  29,  37 

8,  9,  11,  13,  16,  21,  23,  31 

3,  6,  10,  11,  12,  15,  18 

1,  2,  3,  5,  9,  17,  21,  22,  36 

it,  5,  7,  11,  16,  21,  23 

3,  it,  lit,  15,  25,  27,  31,  3k 

10,  12,  14,  22,  23,  26,  37,  42,  45,  53 

1,  9,  10,  13,  14,  28,  29 


PART  IV  -  FIELD  REVIEWER  RECORDS 


Obtain  from  the  District  Supervisor  the  names  of  the  Crew  Leaders  in 
the  Crew  Leader  Districts  shown  in  the  table.  Send  each  a  copy  of 
F-434.  This  memorandum  tells  him  that  his  Field  Reviewer  is  to  be  in 
the  Special  Records  Program. 


1.0  BRIEF  DESCRIPTION  OF  PROGRAM 

1.1  Census  Duties  of  Field  Reviewers 

Each  Crew  Leader  will  have  one  Field  Reviewer  to  help  him  review 
the  work  of  his  enumerators.  The  Field  Reviewer  will  do  Field 
Review  work  for  the  first  few  days,  then  take  an  enumeration 
assignment  for  a  short  period,  and  return  to  Field  Review  later 
as  enumerators  begin  to  finish  their  assignments. 

1.2  Special  Records  Program  Duties  of  Field  Reviewers 

About  200  Field  Reviewers  in  each  stage  will  be  in  the  Special 
Records  Program,  but  only  to  the  extent  that  you  will  tell  them 
to  keep  a  simple  record  of  what  they  do  each  day  and  how  long 
it  takes.  After  their  regular  training  on  Field  Review,  you 
will  give  them  an  extra  hour's  training  on  how  to  keep  this  re- 
cord. 

The  same  record  will  be  used  by  Stage  I  and  Stage  II  Field  Re- 
viewers. In  fact,  all  of  the  materials  listed  in  the  next  section 
are  used  in  both  stages.  Consequently,  this  part  of  the  Guide 
(Part  IV)  will  discuss  Stage  I  and  Stage  II  simultaneously  rather 
than  separately. 

2.0  THE  MATERIALS  YOU  NEED 

Form  No.  Title 


The  following  taoj-e  shows  how  many  Field  Reviewers  are  to  be  in  the 
Special  Records  Program  in  Stage  II. 


F-430       Daily  Record  of  Field  Reviewer  Activity. 

F-431       Instructions  to  Fiedd  Reviewers  (Daily  Record  of  Field 
Reviewer  Activity)  Stages  I  and  II 

F-433       Records  Supervisor's  Guide  for  Training  Field  Re- 
viewers in  Use  of  F-430 — Stages  I  and  II 

F-434       Memorandum  to  Stage  I  Crew  Leader  Regarding  Partici- 
pation of  His  Field  Reviewer  in  the  Special  Records 
Program. 

F-435       Memorandum  to  Stage  II  Crew  Leader  Regarding  Partici- 
pation of  his  Field  Reviewer  in  the  Special  Records 
Program. 

Exhibit  12   (F-430) 

Exhibit  13   (F-430) 

Envelopes    4  1/2"  by  10  1/2" 


District     Number  of  Field 

District 

Number 

of  Field 

Office 

Reviewers 

Office 
Chicago  (0717) 

Reviewers 

Cambridge 

8 

10 

Boston 

9 

Indianapolis 

8 

Brooklyn 

9 

Mankato 

7 

New  York 

8 

Tulsa 

8 

Auburn 

5 

St.  Louis 

10 

Wilmington 

8 

Overland 

8 

Philadelphia 

9 

Salisbury 

5 

Pottsville 

5 

Tampa 

10 

Altoona 

5 

Johnson  City 

8 

Owensboro 

5 

San  Antonio 

8 

Columbus 

8 

San  Diego 

12 

Port  Huron 

9 

Salem 

8 

Chicagc  (0715) 

10 

To  determine  which  Field  Reviewers  will  be  in  the  Stage  II  sample,  first 
make  an  alphabetical  list  of  last  names  of  Stage  II  Crew  Leaders.  In- 
clude address  and  telephone  numbers  on  this  list.  Then  select  the  names 
of  as  many  Crew  Leaders  as  the  above  table  shows  you  are  supposed  to 
have,  starting  at  the  top  of  your  list.  The  Field  Reviewers  in  those 
Crew  Leader  Districts  are  in  the  Special  Records  Program.  Once  the 
names  have  been  drawn,  make  no  change  for  any  reason,  no  matter  what 
personalities  or  distances  may  be  involved; 

Send  a  copy  of  F-^35  to  each  Crew  Leader  whose  name  was  drawn.  This 
memorandum  tells  him  that  his  Field  Reviewer  is  to  be  in  the  Special 
Records  Program. 

l+.O  TRAINING 

Use  F-J+33,  Records  Supervisor's  Guide  for  Training  Field  Reviewers  in 
use  of  F-U30,  Stage  I  and  II. 

The  first  two  pages  of  the  Training  Guide  tell  you  how  to  use  the  Guide. 
Read  these  pages  carefully  so  that  you  will  be  prepared  for  the  train- 
ing class . 
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The  performance  of  the  Records  Clerks  will  depend  a  great  deal  on  how 
well  you  have  instructed  them.  Study  the  entire  Guide  and  the  instruc- 
tions referred  to  in  the  Guide  so  that  you  will  be  able  to  answer  ques- 
tions from  the  trainees.  Go  over  the  Exhibits  to  make  sure  you  under- 
stand them.  The  Guide  tells  you  what  materials  you  should  hare  at  each 
trainee's  place  before  you  begin  training. 

Give  each  Field  Reviewer  you  train  a  supply  of  the  following: 

Material  Quantity 


F-431 

Envelopes  4  l/2"  by  10  l/2" 


35 

1 

20 


The  dates  of  training  are  shown  in  the  February  19  memorandum  addressed 
to  District  Supervisors. 

Stage  I  Field  Reviewer  training  will  be  conducted  on  whatever  day  is 
regularly  scheduled  for  their  training.   If  more  than  one  Field  Re- 
viewer training  session  is  scheduled,  arrange  to  get  all  of  the  sample 
Field  Reviewers  at  the  same  session.  Sample  Field  Reviewers  who  live 
more  than  30  miles  from  the  training  site  should  attend  this  session, 
and  not  be  trained  by  their  own  Crew  Leaders. 

Stage  II  Field  Reviewer  training  will  be  conducted  on  whatever  day  is 
regularly  scheduled  for  their  training.  Field  Reviewers  in  the 
Special  Records  Program  sample  will  be  asked  to  remain  an  extra  hour 
after  their  regular  training.  If  they  are  trained  by  their  own  Crew 
leaders,  arrange  with  the  District  Supervisor  to  have  them  come  to  a 
special  one-hour  training  class  in  the  District  Office  city. 

5.0  HOW  TO  REVIEW  FORMS  F-430 

5.1  How  to  Check  Forms  In 

Make  a  simple  check-in  sheet  on  which  to  record  the  receipt  of 
F-430' s  each  day.  If  you  are  not  receiving  F-430 's  at  all  or 
are  receiving  them  late,  call  the  Field  Reviewer  to  find  out  why. 

5.2  How  to  Edit  the  Forms 

5.21  General 

a.  Make  every  one  of  the  checks  described  below  on 
each  F-430. 

b.  Use  a  blue  pencil  for  editing. 

c.  When  you  make  a  correction,  do  not  obliterate  the  Field 
Reviewer's  entry.  Draw  a  single  line  through  the 
original  entry  and  enter  the  correction  neatly  above 

it  like  this: 

3* 
-&- 

5.22  Heading  Items 

a.  Supply  any  missing  entries  in  items  1  through  4  by 
looking  at  previous  reports. 

b.  Verify  the  entry  in  item  6  by  determining  the  time  be- 
tween the  first  Start  Time  in  Column  A  and  the  last 
Finish  Time  in  Column  B. 

c.  Verify  the  entry  in  item  7  by  adding  the  totals  of 
Columns  C  through  V. 

d.  If  items  6  and  7  are  identical,  initial  the  F-430  in 
the  lower  right  corner  and  go  to  section  5.24  of  these 
instructions.  If  not,  follow  the  procedure  in  5.23. 

5.23  Correcting  the  Form  if  Items  6  and  7  are  not  Identical 

a.  Review  the  entries  in  Columns  A  and  B  to  see  that  the 
start  time  of  each  line  equals  the  finish  time  of  the 
line  above  it. 

b.  If  there  is  a  difference  between  the  two  lines  of  15 
minutes  or  less,  correct  it.  Change  the  start  time  of 
the  lower  line  so  that  it  corresponds  to  the  finish 
time  of  the  line  above  It. 

c.  If  there  is  a  difference  greater  than  15  minutes,  call 
the  Field  Reviewer.  Ask  him  for  the  correct  time  period 
for  each  of  the  activities  in  question.  If  the  Field 
Reviewer  can  supply  you  with  the  information  you  need, 
correct  the  lines.  If  the  Field  Reviewer  cannot  remember 
the  time  he  spent  on  each  of  the  activities,  note  the 
error  in  Column  W  and  leave  the  lines  uncorrected. 

d.  If  there  are  no  errors  in  Columns  A  and  B,  the  error  must 
be  among  the  entries  in  the  activity  columns  of  the  F-430. 
Check  each  activity  Column  entry  against  the  entries  in 
Columns  A  and  B  on  the  same  line.  When  you  find  an  error 
in  the  activity  columns,  correct  it, 

e.  When  you  correct  an  entry  in  Column  A  or  Column  B,  correct 
the  entry  on  that  line  in  the  activity  Column.  Be  sure 
that  all  corrections  of  entries  in  the  activity  Columns 
are  carried  down  to  the  Column  totals.  In  addition,  when 
Column  totals  are  corrected,  item  7  must 'be  corrected  as 
well. 

f .  After  all  corrections  have  been  made,  initial  the  F-430 
in  the  lower  right  corner. 


5.24   If  the  Field  Reviewer  has  made  several  errors,  call  him  to 
tell  bi™  what  they  were  and  show  him  how  he  can  avoid  them 
in  the  future.  If  he  has  made  only  one  or  two  minor  errors, 
do  not  «*hTt  him. 

6.0  HOV  TO  REPORT  RESULTS  TO  WASHMGTOH 

Hail  F-430 's  to  Washington  every  day.  (See  Section  4.0  of  Part  71.) 


PART  V  -  SPECIAL  REPORTS 


From  time  to  tine  we  may  ask  you  to  prepare  special  reports  on  the  activities 
of  enumerators,  Crew  Leaders,  and  Field  Reviewers  which  have  not  been  speci- 
fied in  this  manual,  as  well  as  reports  on  various  aspects  of  office  pro- 
cessing and  quality  control  operations. 

Since  the  25  District  Offices  in  the  Special  Records  Program  are  a  repre- 
sentative sample  of  all  Two-Stage  Census  offices  in  the  country,  we  intend 
to  use  theBe  offices,  as  necessary,  to  obtain  special  reports  needed  by 
Washington  about  any  activities  not  covered  by  the  regular  progress  report- 
ing system. 

If  a  special  report  is  required,  we  shall  first  notify  you  ay  telephone  or 
telegraph  and  send  you  your  detailed  instructions  by  mail. 

Keep  in  mind  that  these  special  reports  will  be  used  to  make  estimates  for 
the  entire  country  and  are  not  intended  to  reflect  the  work  done  in  one 
District  Office. 


PART  VI  -  ADMINISTRATION 


1.0  YOUR  RELATIOHSHIP  WITH  THE  DISTRICT  SUPERVISOR 

The  District  Supervisor  will  be  your  Immediate  supervisor.  He  will 
receive  copies  of  all  materials  used  in  the  Special  Records  Program. 
However,  his  main  Job  is  directing  the  Census,  and  he  will  be  relying 
on  you  to  carry  on  the  work  of  the  Special  Records  Program  Independently. 
You  will  need  help  from  the  District  Office  staff  in  getting  same  of 
the  information  called  for  In  parts  of  this  manual  and  when  you  plan 
training  sessions. 

All  technical  questions  relating  to  the  program  should  be  directed  to 
the  Field  Division,  Methods  Research  Branch,  in  Washington  at 
LUdlow  4-3000,  extension  7472.  Your  District  Supervisor  will  not  re- 
ceive the  two  days  of  training  in  the  program  that  you  receive  and  will 
not  be  able  to  answer  your  questions  on  technical  matters.  You  should 
call  on  him  only  for  administrative  assistance. 

Taking  part  in  the  Special  Records  Program  is  Just  as  much  a  part  of 
the  Census  Job  as  any  other  activity,  and  all  who  are  in  the  program  in 
your  office  will  be  expected  to  cooperate.  We  do  not  anticipate  any 
trouble  on  this  score.  But,  if  an  enumerator  or  Crew  Leader  does  balk 
at  being  observed  or  deliberately  dodges  the  Records  Clerk,  you  should 
report  this  to  the  District  Supervisor  and  ask  him  to  take  steps  to  cor- 
rect the  situation. 

Materials  needed  for  the  Special  Records  Program  will  be  mailed  to  you 
from  Washington.  Appendix  A  of  this  manual  is  a  list  of  these  materials. 
Certain  supplies,  such  as  pencils,  pads,  paper  clips,  etc.,  should  be 
obtained  from  the  District  Office.  One  such  item  is  an  adding  machine 
which  you  will  need  for  editing  certain  of  the  forms  you  receive  from 
Records  Clerks.  If  the  District  Office  does  not  have  an  extra  one  for 
your  use,  the  DiBtrict  Supervisor  can  rent  one  locally  for  you. 

Another  item  that  you  will  need  is  a  stamp  with  your  address  which  you' 
can  use  to  preaddress  the  envelopes  which  you  will  be  distributing  to 
Records  Clerks  and  Field  Reviewers.  Each  District  Office  has  a 
"Multi-stamp"  outfit,  which  can  be  used  for  this  purpose.  Someone  in 
*  he  District  Office  who  knows  how  to  use  this  equipment  can  prepare  a 
stencil  for  you  and  show  you  how  to  use  it. 

2.0  PAYROLLIHG 

You  will  be  responsible  for  the  payrolls  of  all  Records  Clerks.  They 
will  be  mailed  to  you  at  the  end  of  each  pay  period  for  your  approval. 
Give  them  a  careful  review  and  call  the  Records  Clerks  about  any 
questionable  items.  When  you  are  satisfied  that  they  are  correct,  sign 
and  date  them  and  turn  them  over  to  the  Administrative  Clerk  in  the 
District  Office.  The  February  19  memorandum  to  the  District  Super- 
visor stated  that  Crew  Leaders  would  be  payrolling  Records  Clerks.  This 
is  no  longer  correct. 

You  will  be  paid  in  the  same  manner  as  all  other  employees  in  the 
District  Office.  The  Administrative  Clerk  will  give  you  a  supply  of 
payroll  forms  for  yourself  and  show  you  how  they  are  to  be  completed. 

3.0  REPLACING  RECORDS  CLERKS  WHO  RESIGN  OR  ARE  UNSATISFACTORY 

Records  Clerks  who  prove  to  be  unsatisfactory  should  be  replaced  as 
quickly  as  possible.  Ask  the  District  Supervisor  to  arrange  for  a 
replacement  and  train  the  replacement  yourself.  Follow  the  same  pro- 
cedure when  a  Records  Clerk  resigns.  Try  to  get  replacements  as 
quickly  as  possible  so  that  as  few  observations  as  possible  will  be 
lost. 
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4.0  SHIPPING 

In  each  part  of  this  manual,  ve  gave  you  specific  instructions  for  re- 
porting the  results  of  the  records  program  by  telegraph  and  specific 
mailing  instructions  for  certain  forms.  The  following  table  shows  the 
mailing  time  for  each  of  the  records  forms  In  the  program.  Ship  all 
forms  by  regular  mail  on  these  dates. 


Date 


Activities 


Forms 
F-l+20  and  F-l+21 

F-i+26  and  F-^27* 
F-U28  and  F-U27* 
F-^Ol 

F-U02 


When  to  mall 


Mondays  and  Thursdays  after  the 
telegraphic  report 

Every  Friday  at  end  of  the  day 

Every  Friday  at  end  of  the  day 

Every  day  after  the  F-^OVs  are  pre- 
pared 

When  last  form  received  from  Records 

Clerk 


F-UoU  Every  Friday 

F-Uo6  Every  day  after  the  F-**05's  are 

prepared 

F-l*05  Every  Friday 

F-U30  Every  day 

*Keep  F-.1*27'b  together  with  F-H26's  or  F-U28*s  to  which  they  belong. 

You  do  not  have  to  make  a  separate  mailing  package  for  each  form. 
However,  for  example,  if  you  ship  F-^Ol's  and  F-^O's  in  the  same 
package,  put  a  rubber  band  or  piece  of  string  around  all  forms  with 
the  same  form  number. 

We  shall  send  you  Instructions  at  the  completion  of  the  program  for 
disposing  of  all  unused  materials  and  supplies. 


Monday,  March  21 


Send  wire  at  2:00  which  contains  report  for 
F-lf20's.  Mail  the  F-lf20's  and  F-^21's  for 
that  report. 

Check  with  the  Technical  Officer  to  see  if 
any  of  the  EA's  in  which  Stage  I  enumerators 
are  to  be  accompanied  have  been  split. 


Tuesday,  March  22 


You  will  have  received  a  list  of  Crew  Leaders 
who  will  be  observed  in  Stage  I.  Send  them  a 
copy  of  the  memorandum  which  was  sent  out  with 
the  February  19  memorandum  to  District  Super- 
visors . 


Wednesday,  March  23 


Train  the  Records  Clerk  who  is  to  accompany 
Crew  Leaders  in  Stage  I.   (This  assumes  that 
the  Crew  Leader  he  is  with  before  enumeration 
will  be  in  training  on  this  day  and  will  not 
have  to  be  accompanied.} 

Check  with  the  Technical  Officer  to  see  if  any 
of  the  EA'b  in  which  Stage  I  enumerators  are  to 
be  accompanied  have  been  split. 


Thursday,  March  2k 


Send  wire  at  2:00  which  contains  report  for 
F-420's.  Mall  the  F^-20's  and  F-421's  for  that 
report. 

Call  Crew  Leaders  who  have  not  yet  reported 
hiring  a  Records  Clerk.  Call  Records  Clerks  ac- 
companying enumerators  to  tell  them  where  and 
when  to  report  for  training. 


Friday,  March  25        Check  with  the  Technical  Officer  to  see  if  any 
of  the  EA's  In  which  Stage  I  enumerators  are 
to  be  accompanied  have  been  split. 


Monday,  March  28 


Send  wire  at  2:00  which  contains  report  for 
F-420*s.  Mail  the  F-^20's  and  F-421's  for 
that  report. 


Tuesday,  March  29 


Train  Records  Clerks  who  will  accompany 
Stage  I  enumerators. 


Wednesday,  March  30 


PART  VII  -  CALENDAR  OF  ACTIVITIES 


We  have  prepared  the  following  calendar  to  summarize  what  you  should  be 
doing  on  each  day  of  the  Special  Records  Program.  Although  this  list  is 
quite  complete,  do  not  use  it  as  a  substitute  for  reading  the  instructions! 
No  mention  Is  made  of  reviewing  forms  since  you  will  be  doing  this  con- 
tinuously as  they  arrive.  Do  not  work  on  Saturdays  unless  something  urgent 
requires  your  attention. 

Date  Activities 


Monday,  March  7 


Telephone  fl-11  sample  Crew  Leaders  to  make  sure 
they  understand  the  program-  Tell  each,  the 
name  of  the  Records  Clerk  who  will  accompany 
him*  Study  Records  Supervisors  Manual  and 
material . 


Tuesday,  March,  8        Study  Records  Supervisor  Manual  and  materials. 
Prepare  four  tomorrow's  training  session*  Itee- 
address  the  envelopes  which  you.  will  distri-'^ie 
at  training. 


Wednesday,  March  9 


Train  Records  Clerks  who  will  accompany  urban 
nonblock  and  rural  Crew  Leaders. 


Thursday,  March  10 


Check  to  see  that  Records  Clerks  are  accompany- 
ing urban  nonblock  and  rural  Crew  Leaders. 


Friday,  March  11 


Prepare  for  Monday's  training  session.  Read 
training  Guide  and  get  materials  for  trainees 
Be  sure  training  space  has  been  obtained  and 
Is  suitable. 


Monday,  "March  Ik 


Train  Records  Clerks  who  will  accompany  urban 
block  Crew  Leaders.  Send  wire  at  2:00  which 
contains  data  from  F-U20.  Mail  the  T-h20's 
and  F-421's  for  that  report. 


Tuesday,  March  15 


Check  to  see  that  Records  Clerks  are  accompany- 
ing Crew  Leaders . 


Wednesday,  March  16 


You  should  receive  a  list  of  EA's  in  which 
Stage  I  enumerators  will  be  accompanied.  Send 
an  F-^lU,  F-U-12,  and  some  F-Ull's  to  each  Crew 
Leader  who  has  an  EA  on  that  list . 


Thursday,  March  17 


Send  wire  at  2; 00  which  contains  report  from 
F-l*20's„  Mail  the  F-l*20's  and  F-U21's  for 
that  report.  Check  with  the  Technical  Officer 
to  see  if  any  of  the  EA's  in  which  Stage  I  enu- 
merators are  to  be  accompanied  have  been  split. 


Friday,  March  18 


Send  an  P-1^1!  to  Crew  Leaders  whose  Field  Re- 
viewers are  in  the  Special  Records  Program.' 


Thursday,  March  31 


Send  wire  at  2:00  which  contains  a  report  for 
F-teQ's.  Mall  the  F-teO's  and  FA211s  for 
that  report. 

Train  Stage  I  Field  Reviewers  (Make  sure  this 
is  the  day  on  which  Field  Reviewer  training 
is  scheduled  by  the  Technical  Officer.) 


Friday,  Ajwril  1 


Monday,  April  k 

Send  2:00  pja.  vire. 
Mail  F-taL's  and.F-^30*s. 

Tuesday,  April  5 

Send  2:00  pjn.  vire. 
Mail  F-UOl's  and  F-430's. 

Wednesday,  April  6 

Send  2:00  p.m.  vire. 
Mail  F-ltOl's  and  F-^30*s. 

Thursday,  April  ^ 

Send  2:00  p.m.  vire. 
Mail  F-ltOl's  and  F-430's. 

Friday,  April  8        Mail  completed  and  edited  F-426's  and  F-l+27's, 
Mail  F-ltC4's,  F-401's  and  F-430's. 
Send  2:00  p.m.  vire. 


Monday,  April  11 


Send  2:00  p.m.  vire. 
Mail  F-UQl's  and  F-lt30's. 


Tuesday,  April  12 


Send  2:00  p.m.  vire. 
Mail  F-UOl's  and  F-l*30's. 


Wednesday,  April  13 


Find  out  vhlch  Crev  Leaders  vill  continue  to 
vork  on  Stage  I  after  today.  Make  assign- 
ments for  the  remainder  of  Stage  1  for  the 
Records  Clerk  vho  accompanies  Crev  Leaders  in 
Stage  I.  Send  a  copy  of  the  assignment  sheet 
to  Washington. 

Send  2:00  p.m.  vire. 

Mail  F-llOl's  and  F-l>30's. 


Thursday,  April  Ik 


Send  2:00  p.m.  vire. 

Select  the  Stage  II  Field  Reviever  sample. 
Send  an  F-^35  to  Crev  Leaders  vhose  Field  Re- 
vievers  are  in  sample.  Mail  F-UOl's  and  F-'+30*s. 
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Date 


Activities 


Friday,  April  15  Mail  completed,  and  edited  F»Ua6'B  and  F-l*27's. 

Mail  F-4oVa  and  FJtOl's  and  F-I»30'B, 

Send  2:00  p.m.  vire. 

Train  Stage  II  Field  Reviewers  (Make  sure  this 
is  the  day  an  which  their  training  is  scheduled. 
Set  up  a  separate  one-hour  session  if  they  are 
to  he  trained  by  their  own  Crew  Leaders  rather 
than  coming  to  class.) 


Saturday,  April  16 


You  will  receive  a  list  of  fid's  which  are  to 
be  used  is  Selecting  enumerators  to  be  ac- 
companied in  Stage  II.  Call  Crew  Leaders  to 
determine  who  these  enumerators  are.  Mail  the 
enumerators  a  copy  of  F-1H2. 


Monday,  April  18 


Get  the  names  of  Crew  Leaders  who  will  be  in 
Stage  II.  Send  them  a  copy  of  the  memorandum 
which  was  sent  out  with  the  February  19  memo- 
randum to  District  Supervisors.  Make  up  an 
assignment  sheet  for  the  Records  Cleric  who  ac- 
companies Stage  II  Crew  Leaders.  Send  a  copy' 
to  Washington.  Train  the  Records  Clerk  who  ac- 
companies Stage  II  Crew  Leaders.  Send  2:00  p.m. 
wire  ~  Mail  F-lt01's  and  F-U30'b. 


Tuesday,  April  19 


This  is  the  last  wire  to 
Mail  F-liOl'B  and  F-430's. 


Send  2:00  p.m.  wire. 
be  sent  for  Stage  I. 

Train  Records  Clerks  who  will  accompany  Stage  II 
enumerators • 


Wednesday,  April  20 


Thursday,  April  21 


Send  2:00  p.m.  wire  for  Stage  n.  Hail  F4t06's 
and  F-I»30's. 


Friday,  April  22       Mail  completed  and  edited  F-te6'8  and  F-te7'B. 
Mail  F-ltOVs,  Mall  completed  and  edited 
F-lt£8's  and  F-k27's,  Mail  F-l405's,  F-l406's  and 
F-lt30<e. 


Send  2:00  p.m.  wire. 

Monday,  April  25 

Send  2:00  p.m.  wire. 
Mail  F-Wb  and  F-^O'a. 

Tuesday,  April  26 

Send  2:00  p.m.wire. 
Mail  F-lt06's  end  FA30's. 

Wednesday,  April  27 

Send  2:00  pjs,  wire. 
Mail  F-to6'B  ami  F-^30'8. 

Thursday,  April  26 

Send  2:00  pja.  wire. 
Mail  F-to6'«  and  F-430'». 

Friday,  April  89 


Mail  completed  and  edited  F-fczS's  and  F-l»27* 
Mail  F-M05's,-T-Uo6'b   and  FJ*30's. 


Send  2:00  pj».  wire. 

Monday,  May  2 

and 
Monday,  May  9 

Send  2:00  p.m.  wire. 
Mail  ho6'a  and  F-430's. 

Tuesday,  May  3 

and 
Tuesday,  May  10 

Send  2:00  p.m.  arire. 
Mail  F-M^'e  and  F-fc30*e, 

Wednesday,  May  't 

and 
Wednesday,  May  11 

Send  2:00  p,m«  vire. 
Mail  F~!t06<s  and  F->>3Q's. 

Thursday,  May  5 

and 
Thursday,  May  12 

Send  2:00  p.m.  wire. 
Mail  F-tofi's  and  FJoo's. 

Friday,  May  6 

and 
Friday,  May  13 

Mail  completed  and  edited  F-I*28's  and  F-l+27's. 
[law.  F-ltOS's,  F-lt06's  and  F-lt30's. 

Stad  2:00  p.a.  wire. 

Form  Number 

F-ltOl 
F-l|02 
F-ltOllA 

F-ltOte 

F-lt0ltC 

F-W5A 

F-1I05B 

F-U05C 

F-U06 
F-l(09 

F-410 

F-lHl 
F-1U2 
T-klk 

F-IH5 
F-1H6 

F-1H7 

F-l*20 
F-teL 

F-U22 

FU25 

F-l*£6 
T-hSTJ 

T-kSS 
F-U31 
P-k33 
F-J»34 
F-U35 
F-H36 
P-b37 
F-k38 

F-^39 
F-MiO 

F-W5 
F-W16 

r-kk-j 


APPHHDIX  A 
U1DEX  OF  FORMS  FOR  SPECIAL  RECORDS  PROGRAM 

Title 

Record  of  Enumerator  Activities,  Stage  I 

Enumerator's  Home  Activity  Record,  Stage  I 

Daily  Summary  of  Enumerator  Activity,  Urban  Block  Enu- 
merators— Stage  I 

Dally  Summary  of  Enumerator  Activity,  Urban  NOnblock 
Enumerators — Stage  I 

Dally  Summary  of  Enumerator  Activity,  Rural  Enumerators- 
Stage  I 

Daily  Summary  of  Enumerator  Activity,  Urban  Block  Enu- 
merators— Stage  n 

Daily  Summary  of  Enumerator  Activity,  Urban  Nonblock  Enu- 
merators— Stage  II 

Daily  Summary  of  Enumerator  Activity,  Rural  Enumerators — 
Stage  II 

Dally  Record  of  Enumerator  Activities—Stage  II 

Instructions  to  Records  Clerks  (Daily  Record  of  Enumerator 
Activities— Stage  I) 

Instructions  to  Records  Clerks  (Daily  Record  of  Enumerator 
Activities— Stage  n) 

Information  for  Records  Clerks  Who  Accompany  Enumerators 

Memorandum  to  Enumerators  (Subject:  Special  Records  Program) 

Memorandum  to  Crew  Leaders  (Subject:     Recruiting  Records 
Clerks. for  the  Special  Kecords  Program) 

Records  Supervisor's  Manual 

Records  Supervisor's  Guide  for  Training  Records  Clerks 
(Daily  Record  of  Enumerator  Activities --Stage  I) 

Records  Supervisor's  Guide  for  Training  Records  Clerks 
(Daily  Record  of  Enumerator  Activities— Stage  II) 

Daily  Record  of  Crew  Leader  Activities  (Before  Enumeration) 

Daily  Record  of  Crew  Leader  Borne  Activities  (Before  Enu- 
meration) 

Job  Description  for  Records  Clerks  Who  Accompany  Crew  Xeaders . 

Instructions  to  RecordB  Clerks   (Daily  Record  of  Crew  Leader 
Activities  Before  Enumeration) 

Records  Supervisor's  Guide  for  Training  Records  Clerks 
(Daily  Record  of  Crew  Leader  Activities  before  Enumeration) 

Daily  Record  of  Crew  Leader  ActlvitieB—Btage  I 

Daily  Record  of  Crew  Leader  Home  Activities — Stage  I  and 
Stage  II 

Daily  Record  of  Crew  Leader  Activities—Stage  II 

Dally  Record  of  Field  Reviewer  Activity 

Instructions  to  Field  Re-rtevets  (Daily  Record  of  Field  Re- 
view Activities—Stages  1  ana  II ) 

Records  Supervisor's  Guide  for  Training  Field  Reviewers 
(Daily  Record  of  Field  Review  Activities,  -Stages  1  and  H) 

Memorandum  to  Crew  Leaders  (Subject:  Participation  of  his 
Field  Reviewer  in  the  Special  Records  Program—Stage  I) 

Memorandum  to  Crew  Leaders  (Subject:  Participation  of  his 
Field  Reviewer  in  the  Special  Records  Program-^Stage  H) 

Instructions  to  Records  Clerks  (Dally  Record  of  Crew  Leader 
Activities—Stage  I) 

Records  Supervisor's  Guide  for  Training  Records  Clerks 
(Daily  Record  of  Crew  Leader  Activities— Stage  I") 

Instructions  to  Records  Clerks  (Sally  Record  of  Crew  Leader 
Activities— Stage  II) 

Records  Supervisor's  Guide  for  Training  Records  Clerks  (Daily 
Record  of  Crew  Leader  Activities  —Stage  II) 

Envelope,  White.,  k  J/8"  x  ,10   t/8"   (The  foi-ffl  number  does  not 
appear  6a  the  envelope.) 

ObEenrnt'ior,  of  St*ge  I  Cffieu  Quality  Control  Operation 

0be;rva%ion  of  Office  Transcription  Verification  Operation 

Observation  of  Stage  II  Office  Quality  Control  Operation 
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BnnBnB  and  keys  to  practice  graRfrreg 


Exhibit  Rumber  Title 

1  P-420,  Dally  Record  of  Crev  Leader  Activities  (Before 
Enumeration) 

2  F-421,  Daily  Record  of  Crev  Leader  Home  Activities 

3  ¥-k26,  Daily  Record  of  Crev  Leader  Activities— Stage  I 

lv  F-te7,  Daily  Record  of  Cre«  Leader  Home  Activities-- 

Stage  I  and  Stage  II 

5  F-428,  Dally  Record  of  Crev  Leader  Activities—Stage  II 

6  F-427,  Daily  Record  of  Crev  Leader  Home  Activities — 
Stage  I  and  Stage  II 

7  F-ltOl,  Record  of  Enumerator  Activit3iesT-Stage  I 
(Sections  I-IV) 

8  F-ltOl,  Record  of  Enumerator  Activities— Ctage  X 
(Section  V) 

9  F-l(06,  Daily  Record  of  Enumerator  Activities— Stage  II 
(Sections  I-IV) 

10  F-l)06,  Daily  Record  of  Enumerator  Activities— Stage  II 
(Section  V) 

11  F-J*06,  Daily  Record  of  Enumerator  Activities— Stage  n 
(Section  VT) 

12  F-430,  Daily  Record  of  Field  Revlever  Activity 

13  F-l*30,  Dally  Record  of  Field  Revlever  Activity 

lit  11-30B,  Field  Employee's  Record  of  Mileage,  Per  Diem 

and  Other  Reimbursable  Expenses. 

15  10-209a,  Time  and  Cost  Distribution  Report  for  Jon-leave 

Earning  Personnel 


Keys  to  Practice  Exercises 
1 


xitle 


Form  number 

F-230 
F-201 

60PH-5 

60PH-6 

60PH-8 

11-30B 

10-209a 

Unnumbered 

60PH-1 

60PH-2 

60PH-3 

60PH-1» 

SC-2 

Unnumbered 


F-420,  Daily  Record  of  Crev  Leader  Activities  (Before 
Enumeration) 

F-ltOl,  Record  of  Enumerator  Activities — Stage  I 

F-lt06,  Daily  Record  of  Enumerator  Activities — Stage  H 

OTHER  CKBSuB  F0HM5  AHD  MATERIALS 
Title 


F-teO,  Dally  Record  of  Crev  Leader  Activities  (Before 
Enumeration) 


Crev  Leader's  Manual,  Stage  I  of  Tvo  Stages 

Listing  Book  for  Listing,  Enumeration,  Callback 
Record,  Progress  Report  and  Payroll  Record 

Advance  Census  Report. Form  for  i960  Census  of 
Population  BBfl  Housing 

Advance  Census  Report  Form  for  i960  Census  of 
Population  and  Housing 

Household  Questionnaire  for  the  i960  Census  of 
Population  and  Housing 

Field  Employee's  Record  of  Mileage,  Per  Diem,  and 
other  Reimbursable  Expenses 

Time  and  Cost  Distribution  Report  for  Ron-Leave 
Fa-i-n-iTig  Personnel 

Memorandum  to  District  Supervisor  (Subject:     1.  Special 
Records  Program;   2.  Special  Records  Supervisor; 
3.     Special  Records  Clerks),  dated  February  19 

Enumeration  Schedule,  Stage  I 

Enumeration  Schedule,  Stage  I 

Enumeration  Schedule,  Stage  II 

Enumeration  Schedule,  Stage  II 

Enumerator  ID  Card,  -Undated 

Memorandum  to  All  Crev  Leaders  in  Special  Records 
Program  (Subject:  Crev  Leader  Observation  During  the 
i960  Decennial  Census),  dated  February  19. 
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form  60-11-420 
tt-a-soi 

EXHIBIT 

l 

U.S    DEPARTMENT  OF  COMMERCE 

BUREAU  OF   THE   CENSUS 

™.  LEADER                     -j,                                                . 

SPECIAL    RECORDS   PROGRAM 
Y  RECORD  OF  CREW  LEADER  ACTIVITIES 

7&Z£Zj  ®l,u«-. 

1  F-420  1  DAK 

(Before  Enumeration) 
18TH  DECENNIAL  CENSUS 

*2fe2£~~      %*/ 

—^;^JJ,3,4A* 

TIKE 

(To  nearest 
mlnnte) 

TRAVEL  OUTSIDE  EA 

TIME  FOR  ACTIVITY  (Enter  to  nearest  minute) 

IF  "OTHER" 
DESCRIBE 

(24) 

TRAVEL 
TIME   , 

«5) 

ENUM- 
RECRUIT- 

ING. 
TESTING 

AND 
SELEC- 
TION 

(7) 

F-236 
WORK 
OUT- 
SIDE 
EA 

(8) 

F-236  WORK  WITHIN  EA 

PREPAR-    PREP- 

1NG            ARA- 

ENUM.         TION 

MA-               FOR 

TERIAL    T-HIGHT 

(IT)               (18) 

PREP- 
ARA- 
TION 
FOR 
ENUM. 
TRAIN- 
ING 

(19) 

ENUM. 
INDUC- 
TION 

(20) 

T-NIGHT 
ACTIV- 
ITIES 

(21) 

PER- 
SONAL 
TIME 

(22) 

OTHER 

(23) 

MILEACE 

READING 

START 

(9) 

MILEAGE 

READING 

STOP 

(10) 

TOTAL. 
MILEAGE 
COVERED 

(11) 

P  RE- 
LISTING 
UTEM 
4A> 

(12) 

VISIT   TO 
SPECIAL 
DWELL- 
ING 
PLACES 

(13) 

ALL 
OTHER 

EA 
CHECK 
WORK 

(U) 

EA 

NO. 

(15) 

TYPE 
OF   EA 

(MA. 

NM)' 

(16) 

START 

(1) 

STOP 

(2) 

MILEAGE 

READING 

START 

(3) 

MILEAGE 

READIKG 
STOP 

(0 

TOTAL 
MILEAGE 

"OVEREC 

(5) 

f.V.l 

f./fc 

M30 

4-43L 

/•2- 

33 

qiC 

ft  »t 

4* 

retc 

ion 

4¥2- 

y.ro 

J 

3/ 

fcbi 

i/n 

4S0 

YSS 

X 

4L 

¥o-/s 

/MA 

ll.ij 

U-2S 

tl 

ift'.lS 

/VIA 

f/#g 

13-iH 

<>$ 

UA/S- 

A\*\ 

/1M 

/■SO 

S(, 

J3i 

t,fl 

47i 

f-%0 

f 

f? 

/•'*7 

A~J( 

4i 

Wa  tutth  Dt*T/ricr 

X3i 

*3C 

4X6 

vrt 

(, 

/? 

Tupei*  i/tfK. 

?.S0 

%3-J. 

4g(> 

fS-9 

3 

<W- 

3i/-/i 

nrN\ 

:1M 

■VOX 

3(? 

30-/4 

f/N\ 

«c? 

fj& 

H 

30-/6 

A/A 

+  3,3- 

YfS 

3$ 

jv  -/c- 

/i/*\ 

+<is~ 

jr./$ 

tfftf 

4ft- 

7 

A<T 

^57/3 

#3f 

,xr 

S3i 

foe 

«<fk, 

sot, 

/<? 

31 

i 

7  0S 

r-jf 

7/ 

<f:ts. 

(*lt 

7£ 

TOTAL 

-'.;...'.:'::':: 

:::-'^:-/::: :::'  ::v:- 

*7 

/S-9 

M- 

7/ 

/I 

tt 

AS 

IPS' 

Mf:; 

7^ 

S-6 

*¥ 

•HA  -  Mileage  authorized 


NM  -  Noo-mileant 


USCOMM-DC    IS7flB-P«0 


FORM  M-1 1-421 

tZ-2-60) 

KXKI'rtlT  2 

U.5.  DEPARTMENT  OF  COMMERCE 

BUREAU   OF   THE   CENSUS 

A,  MEW  LEADER         ^jSO 

SP 

ECIAL    RECORDS   PROGRAM 

"ORD  OF  CREW  LEADER  HOME  ACTIVITIES 

•^C&ECORDS  CLERK           - 

1  F-421  1  DAILY  REC 

(Bwfor*  Enumtfotlon) 
18TH  DECENNIAL  CENSUS 

mssz^  <?,*/ 

D.  DATE                                -      e 

TIME 

(To  nmorcul 

mmuto) 

TIME  FOR  ACTIVITY  (Bntmr  to  HMlMl  mlnutm) 

IF  "OTHER"  OESCRIBE 
(101 

HANDLING 

CNUM. 

RECRUITING, 

TESTING,    AND 

SELECTION 

(4) 

F-211 

WORK 
AT  HOME 

U) 

PREPARING 
■HUM, 

MATERIAL 

(•) 

PREPARATION 

FOR 

T-NIGHT 

(7) 

PREPARATION 
FOR  ENUM. 
TRAINING 

(■) 

OTHER 

START 

Hi 

STOP 

•  UPPLIES 

AND  MAPI 

111 

ros 

r.'tf 

7/ 

9:63. 

/&Jf 

7t< 

S-OC   lt-T«*-PW 
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EXHIBIT  3 

SPECIAL  RECORDS  PROGRAM 

I  FU2flDAILY  RECORD  OF  CREW  LEADER  ACTIVITIES 

STAGE  I 

1STK  DECENNIAL  CENSUS 


A.  cftrr,'  LfADEP 


B.  aECOnosjLi 

C.  DISTRICT  OFFICE 


J^fcfcS^ 


BriosELtfRK 


D.  DA 


•g^/'  Jf+tiw^.  2&aa£i0&s2* 


&cmS&    s?6* 


TIME 

(To  nearest 

minute) 


$>■*■' 


?:32. 


r.-jj. 


?-<?A 


MILEAGE 
READING 
START 


J-iZ. 


MILEAGE 

READING 

STOP 


*l7 


TOTAL, 
MILEAGE 
COVERED 


<5~ 


TIME  FOR  ACTIVITY  fEnfer  to  nearest  minute) 


TRAVEL 
TIME 


FIELD  REVIEW 


2ND 
OR 
3RD 


C3 


PAYROLL 
COMPU- 
TATION 


MATERIALS^! ON   VERI- 
FICATION 


CLOSE- 
OUT 
REVIEW 


PROGRESS  REPORTS 


CEIVIMG 
REPORTS 

FROM 
ENUMER- 
ATORS 

0*1 


PARINS 
REPORTS 


REPORTS 


PERSONAL 
TIME 


IV  "OTHER,"  DESCRIBE 


£*a 


/*■*# 


S3 


/*-*r 


/0:S/ 


^■3 


jt:S '  / 


//:t>3 


/A. 


//»f 


/£.:/£ 


_ZL? 


**T 


SgWfV^-- 


/£.:'& 


/Si:  36 


<Z-0 


J&iiU 


/:M 


Co 


L& 


ALL 


£ 


■sr 


■^L 


&*S9 


•s.sy 


pj- 


fSL. 


■SJ3C 


/-5- 


-4~:36 


■*-*? 


■2.C7 


£-72. 


/3 


TOTAL 


/a 


*£- 


/rt>     £.¥<>      -3S 


•sr 


6c 


<3S- 




__ 


form  60-11-427 

12-13-60) 

SP 

EXHIBIT  U 

EC1AL  RECORDS  PROGRAM 

U.S 

DEPARTMENT  OF  COMr..  =  RCE 
BUREAU  OF    THE.  CENSUS 

A.  CREW  LEADER 

j  F-427  (DAILY  RECORD  OF  CREW  LEADER  HOME  ACTIVITIES 
STAGE  1  AND  STAGE  1 1 
18TK  DECENNIAL  CENSUS 

•.^rCCOr'oS  CL6RK 

CBISTRICT  office 

INSTRUCTIONS  -  Enier  "Start"  and  "Stop"  time  for  each  activity  worked  on  at  home.    Entet  total  minutes  spent  on  each  activity  uadei 
appropriate  activity  column  (3thru  9). 

D.  DATE    MMTTfJn     9         <-~~y~ 

TIME 

(To  nearest 

minute) 

TIME  FOR  ACTIVITY  (Enter  to  nearest  minute) 

IF  "OTHER,"  DESCRIBE 
110) 

PROGRESS  REPORTS 

M-NIGHT 
ACTIVITIES 

161 

TRAN- 
SCRIPTION 
VERIFICATION 

171 

CLOSE  OUT 
REVIEW 

tu 

OTHER--**. 

19) 

fleCEiVlNG 

REPORTS-fROM 

ENUMERATORS 

t3J 

S-R  EPARINS 
REPORTS 

(a. 

MAKING  RE- 
PORTS  TO 

district 
office; 

15) 

START 
II) 

STOP 
(2) 

7-;/*. 

VL'^~ 

^.7 

?-jr? 

f:&~ 

*££ 

-£;fff 

?.*«, 

'7 

\ 

r- 

1             n 

' 

;            1      ^ 

1 

. 
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form60-11-428 
(2-2B-0O) 

SPECIAL  RECORDS  PROGRAM 

U.S.   DEPARTMEN 
B  U  R  E  i  '- 

T  Ch   COMMERCE 

Ol      THE   CENSUS 

A.   CREW  LEADER          '  )          A                        /A 

|  DAILY  RECORD  OF  CREW  LEADER  ACTIVITIES 

a.  RCCOROr^ER^' '                .                   !j                    '           a 

I  F-428 

16TH  DECENNIAL  CENSUS 

C.   DISTRIjZ^atXU^/ 

0.  OATE     _                    _      „                         / 

TIME 

(To  nearest 

minute) 

TRAVEL 

TIME  FOR  ACTIVITY  (Enter  to  nearest  minute}                                                                 ^ 

IF  "OTHER,"  DESCRIBE 
(191 

TRAVEL 
TIME 

III 

FIELD  REVIEW 

PAYROLL 
COMPU- 
TATION 

(10) 

RECEIVING 

EA   ANO 
MATERIALS 
FROMENU- 
HERATOR9 

Ml) 

CLOSB- 
OUT 

REVIEW 

112) 

PROGRESS  REPORTS 

M-NIGHT 
ACTIVITIES 

(16) 

PER- 
SONAL 
TIME 

(17) 

OTHER 
(18) 

RE- 
CEIVING 
REPORTS 

FROM 
ENUMER- 
ATORS 
(13) 

PRE- 
PARING 
REPORTS 

(14) 

MAKING 
REPORTS 

DISTRICT 
OFFICE 

(15) 

START 
ID 

STOP 
121 

MILEAGE 

READING 
START 

(3) 

MILEAGE 

READING 

STOP 

14) 

TOTAL 

MILEAGE 
COVERED 

IB! 

FIRST 

(71 

INTER- 
MEDI- 
ATE 

(8) 

FINAL 
19) 

t«1 

t3? 

U3 

/3*~ 

f 

<*? 

K31 

K-Sk 

/? 

/ViAT^/fib'S  To    Conduct- ts 

r 

KSl 

pfl 

US' 

HZI/ICH.    (if     f  HltmiZR^To  t\ 

Q'tt 

fS-8- 

ft 

'<?■$? 

tf.33 

3S- 

'#■33 

/0'fS~ 

/3U 

to\+s 

11.63 

/? 

//.<J3 

rt-vi 

/Ol 

ixhH 

/A*7 

,!? 

iX&f 

/.37 

3? 

1 
j.  3-7 

A-VO 

£3 

XW 

J.S-3 

/3 

2&T-3 

ZV-f 

// 

f?£Vi£t*.-iir\     Aflvsr    Art    SA      "«. 

S;o4 

J:v? 

¥/ 

u^AS      hfCi\  lTt-i  Viq 

.f-#S" 

f-cO 

IS 

tfC6 

W3C, 

t?X 

/fA 

/c 

.?/ 

TOTAL 

■.:■     .      : 

/? 

tf 

9MF 

7*- 

£-& 

SO 

N 

■  -Mvi-oc  t4oe«-P* 


FORM  60.1M27 
(2-lft-BO) 

EXHIBIT  6 
SPECIAL  RECORPS  PROGRAM 

U.5 

DEPARTMENT  OF  COMMERCE 
BUREAU   OF   THE   CENSUS 

A.   CREW   LEAOER 

f"T-427'[PA|LY  RECORD  OF  CREW  LEADER  HOME  ACTIVITIES 
STAGE  1  AND  STAGE  1 1 
18TH  DECENNIAL  CENSUS 

3.  RECORDS.  CLERK 

C.   DISTRICT  OFFICE 

INSTRUCTIONS  •  Eater  "Start"  and  "Slop"  time  lor  eachactivity  worked  on  at  bomc.    Etiter  total  minutes  spent  on  each  activity  uadet 
appropriate  activity  column  <3taru  9} . 

D..DATE 

TIME 

(To  nearest 

minute) 

TIME  FOR  ACTIVITY  fEnfer  to  nearest  minute) 

IF  "OTHER. "OESCfVlBE^ 

dot 

PROGRESS  REPORTS 

M-NIGHT 
ACTIVITIES 

TRAN- 
SCRIPTION 
VERIFICATION 

(7) 

CLOSEOUT 
REVIE.W- 

(0) 

OTHER— £>. 

(9) 

RECEIVING 

REPORTS .BOM 

ENUMERATORS 

<»> 

PREPARING 
REPORTS 

HI 

MAKING  RE- 
PORTS TO 
OISTRICT 
OFFICE 

<5) 

START 

(11 

STOP 
12) 

f.'*e 

&,3t 

76 

fSff, 

SO:// 

/^ 

1 

i 

, 

" 

! 

i 

, 
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...J.  i HI  TS  7  and    B 
SPECIAL  PECORDS  PROGRAM 


jF-401   |   RECORO  OF  ENUMERATOR  ACTtVITiES 

STAGE  I 

UTM  DECSIHIAL  CENSUS  -  1  WO 


I.    IDEMTIFICATIOri    TEieS 


0.     DISTRICT  OFFICE  t/  £/ 


RICT  OFFICE 

vvr 


E.     ED  NUMBERS 


n-aiN.  P 


I.    COwJWTIONS 


B,   smwNO  rawc* 


HI.    W1T5  COMPLETED 


B.     TRANSCRIBED 
(HOME 
ACTIVITY! 
FORM   r-tOl 


NUMBER  OF  MOUSING 

UNITS  AM O  **OQ*r* 

LISTED 


is. 


et  I  *a  car.  t) 


NUMBER  OF  HOUSING 
UNITS  COMPLCTEO 

(Uo  mat  tacMJ* 


13 


NUMBER  OF   PERSONS 

IN   COMPLETED  H.U.*S 

AMD  "GO'S- 


ss~ 


1-* 


IV.    TIME  AND  MILES 


|      |    DID  MOT  CO  OUT 

¥-.  '3.3 

A,     ARRIVED  HOME  tTtasa  *f  Mr/ 1 ^ 

5*'  ¥% 

B-      LEFT  HOME  (T*»w>  *t  dwr) =-■ '- — - 

C.  MET  (A-m) - 4£  S  A MINUTES 

^NUMERATION    TtMJE 

D.  LEFT   LAST  MOOSTNG  OMIT                                                              j    J     '      <T    C~~ 
(Ttm.oiSwt /**>•   J    ° . 

E-     KNOCK  OM  OODR  FIRST                                                                               & '*    /J      (~~ 
HOUSING  UMIT  (TUm  tlMf) Zj — ~L^— 

F.     MET  TTME   ID-EJ &£*<..  P MINUTES 

C.     TOTAL  OTHER  ISEC.  V.  ff'J 

FORM   F-AOI     SUM  COL.  T71 Sr    B5C — MINUTES 

H.     TOTAL  ENUMERATION   THEE  ]*£/? 

IF-Cl *    ^" MINUTES 

ENUMERATION  MILES 

1.    TOTAL  MILES  BETWEEN  HOUSING 

UNITS  tSEO  V.   FORM   F-401.  SUM  / 

COL.  SI _ i Ml  LES 


V.  ENUMERATOR  OBSERVATION 

wiles  ttmmm mm MnB» 

LISTING     BOOK 
IDENTIFICATION 

VIMT 
NO. 

(6) 

ENUMERATION  TIME  ffo  gmtmi  MlaMt' 

OTHER  TIME  ,-re  mmarmmt  mttootm) 

RESULTS 

MILEAGE  READING 

TOTAL  MILES 

ON 
DOOM 

IT) 

DOOR 
OPEN 

(8) 

BECAM 

VIEW 

19) 

view 

NUPTED 
FOR 

PtniOH- 

AL 
Bl*HE*« 

HO) 

INTER- 
VIEW 

(111 

INTER- 
VIEW 

(12) 

LEFT 

HOUSE 

(13) 

EMUMCM 

ATION 

(14) 

=te*»o»" 

stop  peo 

if 

f."p.o 

run 
afaapt 

(15) 

RESUftKZ 

tHUVE* 
ATION 

(16) 

TOTAL 

OTHER 
TIME 

C1T1 

LEFT 
HOUSEHOLD 
QUESTION- 
NAIRE 

(OHMJ 

(Ifi) 

ACR    STAT  vj: 

%t 

(CtTCl* 

coa.; 

(19) 

TTPC  OF 

HHTER,, 

VIEW        I' 

fCrrcl* 

ctNMj 

(ZOI 

HUtaWER   OF 
PERSONS    IF 

C.   P.  OR   CP 
IN    COLUMN 

M 
(21) 

CHECK 
IP    UPIIT 

n  a 

-49- 

(22) 

CAR 
■TARTKO 

(1) 

WHEN 
CAR 

iioppso 
(21 

■ETWEKN 

HOUIINfi 

UNITS 

(31 

OTHER 

(a) 

PAOC 
MO. 

LINK 
MO. 

xs-s- 

*:ii 

£ 

J 

? 

/ 

?:*■£■ 

'W, 

<?r& 

<?:*> 

f.ae 

TES^ 

|)  P   .   s 

^)p     N     V     CP 

¥ 

3 

9 

/ 

n* 

1*s 

<j:xl 

f3<> 

f?,5 

q:3i 

<f:3S 

ye:s  /Ntf 

|c?P    H    s 

/cT)p  n  v  cp 

S~ 

3 

/o 

/ 

132 

f'3f 

ffi- 

9?3 

f-fY 

<?:?S" 

f// 

[ra/  MO 

•S>    H    s 

/z\  P    N    V    CP 

/ 

3 

n 

/ 

?.f) 

fit 

VW 

f-f 

?:sn 

VES   /NO/ 

"tpP     N     S 

^rS)p     N     V    CP 

2* 

3 

IJL, 

/ 

?:S2 

<?s~3 

<f:Si 

i 

9--S9 

/o:o^ 

YES  /**$) 

te>  »  s 

^P     N     V     CP 

f 

ail 

X£3 

A- 

OM 

P 

^•'Jal 

*<l 

VES      MO 

C     P    N    S 

C    P    N    V    CP 

3 

A? 

/ 

/C32- 

(K33 

v.3¥ 

ic37 

I6.'3f 

YES  /NO) 

C     P     H0 

/CJP     N    V     CP 

2- 

.-? 

'f 

/ 

n\Ht 

/e'H 

YES      NO 

C    P    N    5 

C    Pf^V    CP 

.? 

/s- 

/ 

/<•••«. 

it 'Vi 

YES      NO 

C    P    M    S 

c   p  n  (v)cp 

3 

/I 

/ 

A?.  13 

16:14 

YES      NO 

c   r    i-.    s 

c   p/n)  V   CP 

3 

n 

/ 

/Off 

10% 

W7 

itt*t 

tost 

/e:SL 

IP.S1 

YES    /n"S 

C    P@S 

c   p/n)v   CP 

7 

3 

t% 

/ 

i&St 

/c:s<? 

il.'CO 

ir.eS 

it-07 

r/YE^      NO 

c©N  s 

f£)p     M     V     CP 

s~ 

Si  (3 

JLLf 

/ 

3 

'1 

/ 

IP* 

Mil 

/'■/f 

11*0 

//:*s 

YES    /no) 

^P     N     S 

/^P    N     V     CP 

11 

3 

AO 

/ 

,1.1? 

trw 

,1:3/ 

trM 

t/3? 

YES    /no) 

^P     N      S 

/TpP     N     V     CP 

V- 

3        JL/ 

/ 

I/.3S 

i/.yt 

(tfl\ 

//.yd 

ii-'/i 

YES    /no) 

C    P0S 

i*c}p     N     V     CP 

.1 

3 

J.-3- 

/ 

H ft 

n.ff 

l(S^ 

IIS3 

irss 

• 

^ES/  NO 

C/p)  H     S 

^) P    N     V     CP 

3 

tfSST  P 

UVf 

S3 

YES      NO 

C     P     N     S 

C     P    N     V     CP 

f*. 

■f- 

.? 

ix  IS 

'A¥j 

YES      NO 

C    P    N    S 

c    p/n)v    CP 

J- 

n2- 

f^fj 

1%-SD 

n'jS2 

iA'£Y 

/l.:S$ 

YES  (^o) 

C    P    N    S 

C     P     N     V  j€p) 

<+ 

£76 

2  93. 

&3L 

>a  i'J 

■  F 

YES      NO 

*C    P    N    S 

C     P     N     V    CP 

—      F  -  Field  Review.    Turn  lorn  over  and  make  appropriate  entries. 
P  -  Personal  timet    lunch,  coffee  break,  etc. 
O  -  Otbct  time.    Specify  in  remarks  on  rtrein  aide. 

y   C  -  Completely  filled 
P  •  Partiallr  lilted 
S  *  Searched  for  but  not  located 
N  -  None  or  not  atarted 

—     C  -  Coaptcteii  by  internew;  oo  callback  or  ACR  iraascripuoa  (equiieJ. 
P  -  Partial  -  Enuaeratoi  plans  io  complete  frotw  ACR. 
N  -  No  one  at  boae  oc  bo  suitable  tespoadeat  CUclades  cases  where 

some  Qaestions  were  answered  but  a  callback  is  required.) 
V  -  Vacant 
CP  -  Closeoui  procedure  used  (laformaaoD  obtained  frOM  neighbor) 

ENUMERATOR  FIELD  REVIEW 

REVIEW  NUMBER 
(ClicU  enmt 

123) 

REVIEWED 

BY 

(Orel*  ana.) 

U 

(24) 

ENUMERATOR   TIME  ffo  n+araal  tninuta) 

REMARKS 

7                    1    '"'                        / 

ENTERED 
PREMISES 

(251 

DOWN 

REVIEWER 

126) 

EN 

rIEW 

)ID 

I27) 

CORRECTEO  BOOKS 
fDaaerio*  In  r?Mnarka> 

TRANSCRIPTION  TO 
STAGE  11  ED  BOOK 

OTHER 
I'Daacn'oa  In  RnoiarkaJ 

PATROLLED  BY 
CREWLEADER 

LEFT 

PREMISES 

(36) 

1261 

(291 

STABT 
(301 

STOP 

(31) 

START 

(32) 

STOP 

133) 

START 

(341 

(35) 

IStJ    2ND     SRO     FINAL 

g)    CL 

/:/o 

r.ti 

X/13 

SCA3 

jJ 
A*1 

3M 

y.  oi 

&sy 

¥'ox 

1ST     2NO     3RD     FINAL 

FR      CL 

fc/La^sijLfiL' 

1ST     2ND     SRO     FINAL 

FR      CL 

REMARKS 

LISTING   BOOK 
IDENTIFICATION 

It  you  uit  (flic  mmction  to  explain  entrfaa  on  thm  reverse  midm>,  snter  patfe   ancf  line  number  from  column  5. 

«•*-,!       MO 

LINK    NO 

6 

J-, 

jUr!y^-ur>t<t^y^iy    ^-tW^rt-/,^  sJ?,         -a^iyy-rxj     ^-P^e^-&/£A-rt-^>  ^ 

~Y~~~ 

^ ^ 

&                      ^- 

'^::^-— — -^^^ 

<^-— 

y  FA  -  Field  Rattan 
CL  -  Oew  Leader 
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form  60-11-406 

12-  IB-SOt 


EXHIBITS  9  and  10 

SPECIAL  RECORDS  PROGRAM 


F-406  [  DAILY  RECORD  OF  ENTJMERXTOR  ACTIVITIES 

STAGE  1 1 

18TH  DECENNIAL  CENSUS  -  I960 


I.    IDENTIFICATION  ITEMS 


II.    CONDITIONS 


IV.   TIME  AND  MILES 


^Z^JjL  jj;  /f/g 


B.     ENUMERATOR 


C.     RECORD^  CLERK 


A-     WEATHER  iChccfc  appropriate  block) 
I       I     CLEAR 

QB^RAIN 

;      [    SNOW 
□     SLEET 


PERSONAL   VISIT   TIME 


DID  NOT  GO  OUT 


#A< 


0.     DISTRICT  d/FICE 


/^^yr\JU^t 


IHLs-  /-3./-T 


B.      GROUNC  ■  Cl:eck  mpptopr'ai-  block) 

a  orv 

[fc-t^ET 

□  SNOW 

□  ICE 


III.    UNITS  COMPLETED 


PERSONAL 
VISIT 
(SECTION  V) 


B.     TRANSCRIPTION 
(SECTION  VII 


NUMBER  OF 

HOUSEHOLD 

QUESTIONNAIRES 

TRANSCRIBED 


(1) 


C.  TELEPHONE 
FOLLOW-UP 
(SECTION   VI) 


(Number  ol  circles 
in  cot.  43) 


NUMBER  OF  HOUSING 

UNITS  COMPLETEO 

(Do  not  include 

"GO'S  "J 

m 


(C.   V  and  CP  in  col.  24  when 
no  "GO"  in  col.   26) 


i  C   in  col.  43  when 
no  "GP"  in  cot.  45) 


(C  in  col.  SO  when 
no  "GO"  in  cot.  52) 


NUMBER  OF   PERSONS 

TN  COMPLETEO  H.U.'S 
AND  "GO'S" 


±? 


(Sum  of  col.  25) 


/2- 


(Sum  ol  col.  44) 


& 


(Sum  of  col.  51) 


A.     ARRIVED  HOME    (Time  ol  day) ~-_  /  * 

3-.     LEFT  HOME  (Time-  ol  day) JZ-1 JL 

C-     NET  rA  MINUS  8) '    ^*   / RRN.UTES 

0.     LEFT  LAST  HOUSING  UNIT  A '* J^H 

(Time  of  dmy), *  *    ***   / 

E-     KNOCK  ON  DOOR   FIRST  Q  .-J      •* 

HOUSING  UNIT  (Thne.  ot  daw) /  *"  

F.  NET    TtME  (D  MINUS  El ^     *jf MINUTES 

G.  TOTAL.  OTHER  (SEC.  V.  f  **   -X 

SUM  COL.  23) _*_Sl_jL__ MINUTES 

H.    TOTAL  PERSONAL  VfSTT  f7f) 

TIME  (F  MINUS  Gl -£_£- MINUTES 


PERSONAL.  VISIT  MILES 

I.     TOTAL  Mlt.ES  BETWEEN.  HOUSING.  &     3 

UNITS  13EC  V,  SUM  COL.   «V fl*_5i__ MILES 

OFFICE  TIMET* 

J.     LEFT  OFFICE.  (Tim*  of  day).,. &■   3  **—• 

K-     ARRIVED   «T  OFFICE  (Time  of  day)  . *'  ^    f 

L-    NETJTWE  [J  MINUS  K). /    Q MINUTES 

l».     TOTAL- OTHER  Q- 

(SEC.  VI,  SUM-COL—  SSD. 4t_ MINUTES 

N/.     TOTAL  TRANSCRIPTION  A«rO 

TELEPHONE  FOLLOW-UP  TIME  tX  Q 

(L  MINUS  Ml K_yrl__MlNUTE5 

TOTAL  T1WE 

0.     TOTAL.  PERSONAL- VlSlTr 
TRANSCRIPTION,  AND 

TELEPHONE  FOLLOW-UP  *  JfW 

TIME  (H  PLUS  ML. - .__ Q<  Q7         minhtf*- 


Note  that  enu 


oi  doing  this  a<  home. 


SCOMM-DC  MOS9-P80 


V.  OBSERVATION  OF  PERSONAL  VISITS 

E.O. 

Ill 

MILES  fio  neareel  mtte) 

PAGE 
NO. 

FROM 
PH-I 
OR 

161 

VISIT 
NO. 

(7) 

INFOR- 
MATION 
NEEDED 

(Circle 
It 

(8) 

ENUMERATION  TIME  fro  oaavaat  minute) 

OTHER  TIME  fin  uauawawt  ahnwj 

RESULTS 

MILEAGE  READING 

■      TOTAL  MILES 

KNOCK 

ON 
DOOR 

191 

DOOR 

OPENED 

1101 

HOUSING  QUESTIONS 

POPULATION  QUESTIONS 

LEFT 

House 
1191 

STOPPED 
ENUMBV 
ATION 

1201 

REASON 

STOPPED 

2/ 

':        F.      P.      O 

(Pom* 

coda) 
(7/  "F" 
turn  over, 

(231)1 

RESUMECT 
ENUMER- 
ATION 

(22) 

\ 

TOTAL 

OTHET* 

TIME 

(23) 

COWPLETION- 
,     CTJfTUB  H 

(Circle  coda) 

law 

iljn="C"- 
OP    "CP- 
IN   COL. 

24. 
ENTER 
NUMBER 
OF   PER- 
SONS 

125) 

IF  UNIT 
15   A 

"SO" 

(26) 

WHEN 

CAR 

STARTED 

(2> 

WHEN 

CAR  . 

STOPPED 

131 

1 

BETWEEN 

HOUSING 

UNITS 

(41 

(5) 

START 
HI) 

INTER- 
RUPTED 
FOR 
PER- 
SONAL 
BUS- 
INESS 

(12) 

RESUMED 
QUES- 
TIONS 

113) 

STOP 

1141 

START 
(TS» 

INTER- 
RUPTED 
FOR 
PER- 
SONAL, 

BUS- 
INESS 

U6) 

RESUMED 

Ques- 
tions 

(17) 

STOP 

MS) 

n-31 

Ail 

Ai-7 

£> 

J« 

/ 

©L" 

tV-23 

f:*3 

tav 

f-af 

\TSkf 

f3* 

f3f 

3)    N     V     CP 

JS. 

all 

A6? 

i 

A3, 

/ 

cQ 

?/v/ 

tffS" 

r+7 

f£~C 

A I  St, 

'C)  N     V     CP 

6 

J.49 

A10 

/ 

30 

/ 

©p 

Z6.63 

/i:  03 

/r.oS 

/0.°7 

IO./2- 

/o:iS~ 

/o\  /T* 

m*f 

/t.j-i 

^?  N     V    CP 

/ 

<Z7i> 

£70 

6 

37 

/ 

eg) 

/e.A¥ 

/0   3-i- 

C  (N)  V    CP 

ale) 

*.-?/ 

I 

3  8 

/ 

c@ 

/o.-JJ- 

/033 

c   n(^)cp 

xli 

JLf3 

J^ 

C      P 

/**33 

f 

/t.Of 

3J- 

C     N     V     CP 

¥3 

/ 

<t>  p 

//oe, 

n:o  7 

//.OS 

u:f7 

//  if 

fdrjut. 

if.ZH 

1 

i 

^-  N     V    CP9 

a. 

Zf.1 

Al¥ 

1 

*-) 

/ 

c  © 

//.J/ 

//•3J- 

/C33 

I/.3S 

/I.YO 

i 

£):N     V     CP 

,r 

*<,"/ 

3oxj 

S 

fg 

/ 

©p 

„.s-<r 

//:S6 

fl.  St 

c(n)  V    CP 

3ox. 

30X, 

0 

+9 

/ 

c® 

//s-s 

II si 

t*-.6i 

/JLfO$ 

fiicV 

;£)  n   v   cp 

% 

.3  OIL, 

-?// 

/a. 

C       P 

.  /  i^y 

P 

KS& 

nx~ 

C     N     V     CP 

r37 

3. 

c(p) 

ti? 

■    1/9 

• 

c,^n)  V    CP 

.3  7 

C      P 

/;3-0 

i:u 

SJ22 

*■& 

tat 

C    N     V  (|^ 

+ 

1 

3H 

3*¥ 

/0 

*/ 

A 

£> p 

Iff 

/:¥!■ 

/'*3 

/:*£ 

f-ff 

/.S-2- 

i.  Sl^ 

H'S£ 

i.S7 

^   N     V     CP 

/ 

C      P 

'  /JS7 

IF 

C    N     V     CP 

C      P 

C     N     V    CP 

C       P 

C    N     V     CP 

C      P 

C     N     V     CP 

C      P 

C     N     V     CP 

C      P 

■ 

C     IM     V     CP 

\l      C  -  Complete 
P  -  Partial 

2/       F  -  Field  Review.    Turn  over  form  and  make  appropriate  entries. 
P  -  Personal  time:    lunch,  coffee  break,  etc. 
O  -  Other.    Specify  in  "Notes"  on  reverse  side. 

3/       C  -  Completed  bv  ihli  i.trii.  aa  callback  required.                          answered  but  a  callback  is  required). 
N  -  No  one  ar  home  or  no  suitable  responded.                            V  •  Vacant 

(Includes  cases  where  some  questions  were.                      CP  -  Closeout  procedure  used.. 

I-40S   (2-  10-001 
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j  F  -  406  I  DAtLY  RECORD  OF  ENUMERATOR  ACTIVITIES— Con. 


ENUMERATOR  FIELD  REVIEW 


Review 

NUMBER 
(Circle  one) 


reviewed 

BY 
(Circle  one)* 


ENUMERATOR   TIME   (to  t 


ENTERED 


REVIEWER 


CORRECTED  BOOKS 
(Dewcrlbe  In  Fnmmrkit) 


START 

(31) 


OTHER 
(Deaortbe  In  rtemerke) 


START 

(33) 


STOP 

(34) 


PAYROLLED  BY 
CREWLEADER 


START 

135) 


STOP 

136) 


1ST)     INTER.       FINAL 


FR     @ 


x.t* 


s:/7 


*:s-3 


j.vi 


3.Vi 


1/ 
3.23 


/>-*■  ^o   <°-7  ^6^^^- 


j:*3 


3.  Vy 


1ST      INTER.      FINAL 


Xtj 


3:^3 


1ST      INTER.       FINAL.  FR  C 


If  you  use  this  section  to  exptoln  entries  on  the  reverse  side,   enter  page  number  from   Column  (6) 


^2JZ- 


^7*-£*-~l^yl<-^ILXi*ri*-j    0-£-£«^C~r<U-J/     jC^t-J^n-Q     ^fCe^cL^jLS^-z^l . 


'  FR  ■  Field  Reviewei 
CL  -  Crew  Leader 


iiXHIBIT  11 


VI.    OBSERVATION  OF  TRANSCRIPTION  AND  TELEPHONE  FOLLOW-UP 

TRANSCRIPTION 

TELEPHONE   FOLLOW-UP 

OTHER  ACTIVITIES 

START 
TIME 

139) 

STOP 
TIME 

(40) 

ED. 
NUMeen 

(411 

PAGE 

NUMBER 

FT30M 

OR 
PH-2 

(42) 

COMPLETION 
STATUS   XJ 
(Circle  code) 

(43) 

IF   "C"   IN 
COL.    43, 
ENTER 
NUMBER 

OF 
PERSONS 

(44) 

CHECK 

IF    UNIT 

IS  A 

-GO/- 

[45) 

START 

TIME 

(461 

STOP 
TIME 

(47) 

E.O. 

NUMBER 
148) 

PAGE 

NUMBER 
FROM 

OR 

PH-2 

(49) 

COMPLETION 
STATUS     2/ 

(Circle  eodo) 

(50) 

IF   "C"   IN 
COL.    SO, 
ENTER 
NUMBER 
OF 
PERSONS 

(51) 

CHECK 

IF   UNIT 

IS     A 

"GQ" 

(52) 

START 
TIME 

(53) 

STOP 
TIME 

IS4I 

NET 
MINUTES 
ICOL     0* 
MINUS 
COL      031 

(55) 

COMPLETE    DESCRIPTION   OF    ACTIV 
(56) 

TY 

¥.S7 

■<■■■/ 3 

17-31 

7X 

N    ©+- 

s 

N       C    -fc— 

J-.73 

x:  ix. 

n-if 

ir 

N     g)_^ 

7 

N       C    -»- 

N       C    ■*— 

N       C  -9— 

S-'3X 

£"■'37 

s~ 

■T.3  7 

f.Sf 

ii~3i 

$3 

©    C     — 
N<      C     ■*— 

N      C  -em- 



N       C  -»- 

£:f* 

<r.'  s-<? 

¥ 

T^L^y^O-    £Z~^> 



N,      C    "•— 

gisy 

6>:o3 

f-3f 

&3 

N     ©*- 

«? 

N        C     -"— 

6:05 

£./</ 

17-3*/ 

9/ 

N    £)-*- 

4/ 

N       C     -*— 

£U<t 

L'Al 

/7-3V 

<?¥ 

N      (£>*— 

s 

N       C     •*— 

N      C— »- 

N      C     -»- 

N      C    -•— 

N       C    -•— 

N      C    -*— 

N       C    -»— 

N       C   -em- 

N       C     -*— 

N      C    ■*— 

N       C     ■*-- 

N       C   -em~ 

N       C     -4*— 

N       C  -»— 

N       C    "»- 

N      C  -»- 



-- 

N      C     -**- 

N       C  -*«- 

N      C    -*— 

N      C  -em- 

N       C    -■»- 

N       C  -**- 

N      C     ■*— 



N       C  -*— 

N       C    -«_ 

N       C   -m_ 

N        C         , 

N        C   -__ 

N       C   -v- 

N       C  -4»- 

N       C      »■ 

N       C  -M— 

y     N  -  Not  completed 

C  -  Completed  by  transcription 

y  n  ■  n 

f    c 

ot  completed 
ompletcJ  by  telephone 
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EXHIBIT  12 

FORM  60-I1-430                                                       U.S.  DEPARTMENT  OF  COMMERCE     1.  NAME  OF  FIELD  REVIEWER 

M.l.fO)                                                                                                                 auFir  au   OF   THI   OCNCUI 

,           SPECIAL  RECORDS  PROGRAM 
17-1)0,  DAILY  RECORD  OF  FIELD  REVIEWER  ACTIVITY                                 -r         _ 
HTM  DECENHI Al.  CENSUS                                              I *#/ <V  A     ZI A  A\  ££ 

2-  DATE  (Month 

find  day) 

APfilL    £■ 

J.  DISTRICT  OFFICE     .   ,/ 

etc,  Kb./*."/ 

*   CREW 
LEADER 
DISTRICT 

J 

5-  MILES  YOU  DROVE 
TODAY  (FROM 
F-802) 

0 

*.  NUMBER  OF  MINUTES 
WORKED  TODAY  FROM 
COLUMNS  .At  AND  <Bl 

1.  AFTER  YOU  VERIFY  THAT 
THE  TOTAL  IN  ITEM  <7)  IS 
THE  SAME  AS  ITEM  (*)  SIGH 
YOUR  NAMErtTELOW. 

#.  fOh«F  Alive 

IgTsTAOE  | 

□  sTAOB  II 

tiu  period 

Enfor  flmo  ihiiI  OB  •oeh  oerMfy  fo  nienll  mlnuto.    Wh»n  you  chant*  activity  ttart  a  now  lino.    Mall  thl*  form  daily  In  enveiopo  F-440. 

& 

DETAILED  DESCRIPTION 
OF  "OTHER"  ACTIVITIES 

(V) 

FIELD  REVIEW  AND  RELATED  WORK 

ENUMERATION  AND  RELATED  WORK 

TRAVEL- 
ING 

(Q) 

WAITING  TIME 

PERSONAL 

TIME 

LUNCH,  LEAVE 

PERSONAL 

BUSINESS, 

ETC. 

(U) 

OTHER 

(Doscrfba 

In 

dotoll) 
(V) 

■  TART 
TIMS 

(A) 

FINISH 
TIME 

(B) 

FIRfT 
REVIEW 

(C) 

■ECOND 
REVIEW 

(D) 

THIRD 
REVIEW 

CE) 

FINA1. 

REVIEW 

(F) 

CLOSE- 
OUT 
REVIEW 

(G) 

TRANS- 
CRIP* 

ti6n 

VERI- 

FICA- 

TIQN 
(H) 

FORM 
F-]|| 

(I) 

CONFER- 
RING 
WITH 
CREW 

LEADER 
(J) 

IN< 
STRUCT' 
INO  AN 
ENUM- 
ERATOR 

(K) 

REGULAR 

ENUMERATION 

CLOSE* 

OUT 

ENUMER' 

ATION 

(N) 

COR- 
RECT- 
ING 

TRANI- 
CRlP- 
TION 

ENUMERA- 
TION OF  EA 

FAILING 

OFFICE 

QC 

(P) 

WAITING   FOR 
ENUMERATOR 

WAIT- 
ING 
FOR 

NEW 

(T) 

ENUMER- 
ATOR 
LATE 

AP- 
POINT- 
MENT 
BROKEN 
(S) 

ORIOI- 
NAL 
e.a 

RKAi- 

IIUNEO 

SA 
(M) 

#;*<r 

Jt^ 

/7 

S'H-t 

wv 

s& 

,       , 

?.'Vv 

4-S9 

/.r 

-& 

7  p7 

SJL 

//:ft 

.i"J 

//'vy 

/j'?£ 

S-2 

/a-'  ** 

i.H-i 

£1. 

/.V-^ 

xnn 

iff 

i.'AI 

3:3/ 

C/ 

35/ 

*t;X8 

SI 

#-ilr 

&IL 

Vf 



S:/i 

&J.9 

13 

g    / 

mm     , 

T«tol  t 
•ecfc  • 

m*  for 
etivliy 

.rr 

l¥0 

ft 

0 

0 

0 

/3 

/7 

*f 

0 

O 

0 

O 

O 

O 

/^ 

O 

O 

Sf 

0 

7.  TOTAL  MINUTES  FOR  ALL  ACTIVITIES 

s-9a 

FOR  OFFICE  USE 

COMPLETE  ITEM  8  BEFORE 

OHLY.  M 
EMT 

AKE  NO 
HIES. 

SUBMITTING  REPORT. 

EXFTBIT  13 


pew  M-1 1-430                                                          U.S.  DEPARTMENT  OF  COMMERCE 

"'','**'                 SPECIAL  RECORDS  PROGRAM"""' 

lF-4301  DAILY  RECORD  OF  FIELD  REVIEWER  ACTIVITY 
1BTH  DECENNIAL  CENSUS 

1.  NAME  OF  FIELD  REVIEWER 

S4t£UA    XAH6S 

2.  DATE  '.-lonln 

3.  DISTRICT  OFFICe 

*~  cnew 

LEAOER 
DISTRICT 

3 

S.   MILES  TOU  OFOVE 
TODAY (FROM 

? 

WORKED  TODAY   FROM 
COLUMNS  lAl  AI'D  iBl 

the  total  in  item  (7.  is 
the  same  as  item  161  sign 

AfS"1XWAml 

9.  i-CAccJ.  on./: 
leTsTACJE  1 

TIME  PERIOD 

Entnr  tlmi  tponi  on  eoch  activity  lo  neoivef  mlni/l.,     IWion  you  chonoe  ocflvlly  s'ort  o  new  line.     Moil  lh/e   'orni  dolly  in  envelope  F--M0. 

DETAILED  DESCRIPTION 
OF  "OTHER"  ACT1VIT.es 

FIELD  REVIEW  AND  RELATEO  RORX 

CO) 

WAITING    TIME 

TIME 

LUNCH. LEAVE 

PERSONAL 

ETC, 
(Ul 

OTKen 

a**  Coil  > 

(V, 

TIME 

(A) 

TIME 

(B) 

FIRST 
REVIEW 

(CI 

SECOND 

REVIEW 
(Dl 

THIRD 
REVIEW 

(E) 

REVIEW 
<F) 

CLOSE- 

REVIEW 

(G) 

TRAHS- 
CBIF- 

VERI- 

FICA- 
TION 

(H) 

F-as« 

(n 

CONFCfl 

WITH 
CREW 
LEAOEH 

tj) 

STRUCT 

ENUM- 
ERATOR 

(K) 

EMU".."*. 

CLOSE- 
OUT 
ENUMER- 
ATION 

[Ml 

COR- 
RECT- 

(O) 

TION  or  EA 
OFFICE 

oc 

(p) 

MUMRATo" 

(T) 

(Rl 

(S) 

(LI 

(M) 

K\t 

*■■*! 

// 

tr:lt 

/i.Vlj 

301 

/j:»l 

roi 

aiO 

/:« 

7..-V 

lae 

T-u 

3-'JB 

i-x 

1 

S'.M 

3*7 

£ 

i 

3:« 

V.ii 

S3 

1 

¥:x 

V-TT 

37 

lf.fl 

S--/1 

3» 

-f.f? 

S:3l 

/J. 

1 

1 

: 

1 

! 

i 

1 

1 

1 

1 

1 

1 

Total  tim,  for 

o 

o 

0 

s-j!    si 

o       /J 

6 

0 

O 

3J7 

0 

0 

0 

ai 

0 

0 

0 

CO 

(7 

7.  TOTAL  MINUTES  FOR  AL1    ACTIVITIES 

FOR  OFFICE  USt 

1         i 

i             i 

ENT 

tIES. 

!       ! 

i 

SUBMITTING  REPORT. 
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SSHIBIT  li 


FIELD  EMPLOYEE-! 
OF  MILEAGE,  PER  DIEM, 
AND  OTHER  REIMBURSABLE  EXPENSES 

fWrftiou*  Preprinted  Pfo,ects  and  Operation  Codes  I 


L  EMPLOTEE'S  NAAeE 


2.   EMPLOYEE'S   ADDRESS  ** 


Z.   EMPLOYEE't   ADDRESS  v 

•**«o«>  SfcBg^Bdta»Aa|Bii 

:R  DIEM,  «.  o.t  period. *  ^*~ ™ 


PAY  PERIOD  ,      *      ,        V 


6.   DISTRICT   O-TFICE  LOCATION  (City  end  Statu} 

Sn  If  mi  Oregon 


Section  I  -  OFFICIAL  AUTOMOBILE  MILEAGE  TRAVELED 


:AGE  TrtA 


3.  £«iPlj'EE  NUMBER 


5.  DIV.  TYPE  EMPLOYEE 


7.  OFFICE  CODE 

■"73  0 


3d 


ffc 


-¥).«■, 


A 


arm 


F.ftCv,tKftm 


Ifl»>JC_ 


rf'TDt? 


^ 


i!ffi 


gfv* 


MFTER    READINGS 


HIHSlWi 


Wlot 


nm 


¥^S^  [ft  g5 


Jt 


^ 


^i 


J  MILE5   ST    PROJECT   AMD  OPERATION 


.EXHItfIT  15 


U.  S.  DEPARTMENT  OF  COMMERCE 
BUREAU  OF  THE  CENSUS 
TIME  AND  COST  DISTRIBUTION   REPORT  FOR   NON-LEAVE  EARNING  PERSONNEL 

(Without    Preprinted   Protect*    antf    Operation    Coder) 


Employee's  name 


TOTAL  MILES  CLAIMED 


AL 


5.  Employee's  address     j 


fTr 


AMOUNT  CLAIMED  AT  7«  PER  MILE 


-  20  =  Turning,    23  =  Liaung  and  Ermncraiuio 


jfej 


r-erT 

l-C/H 


6.  Employee  No. 


Section  II  -  PER  DIEM  CLAIMED  - 


T.  Salary  rate  (Check j 

s  t.cc 


□  Hourly 
D  Per  Diem 


DEPARTURE 


POINTS  OF  TRAVEL 


ARRIVAL 


NO.  OF 
DAYS 
CLAW- 


PROJECT   AND  OPERATION 


%te    «,3/'?/i<> 


Project  code        £•  £  7_j 


9.  Div.-Type  empl. 

tl-8 


2.  Social  Security  No.  3.  Office  location 


2rebf  ce 


4.  Office  code 

f7J-Q 


10.  Employee's  certification  -  I  hereof  certi fy  that  I  have  worked 
the  hours  on  the  days  indicated. 


II.  Certified  correct 


£« 


Suprvitor  or  timcfc.*«pf 


Project  and   operation   identification 


3E~ 


Section  I  -  DISTRIBUTION  OF  HOURS  BY  PROJECT  AND  OPERATION 


11 


TOTAL  PER  DIEM 


Tuesday 


Brackci  lines  coveting  » 


ingle  nip;  tepon  t 


:•!  days  per  diem  (boih  uavel  nmc  and   rime  on  doty)  fat  nip. 


5* 


.action  HI.  GOVERNMENT  TRANSPORTATION  REQUESTS  USED  (Copies  trttoched) 


T/R   NUMBER 


POINTS  OF  TRAVEL 


PROJECT   AND  OPERATION 


Saturday 


Monday 


(Continue    on   Rcvorio) 


USC0MM-OC     t  I  BO  I— P59 


Saturday 


n=L 


Section    II    -    REIMBURSEMENT    OF    MILEAGE.    TELEPHONE    EXPENSES.  PER  DIEM.  CARFARES,  ETC. 


-«X 


+.X1 


ISO 


I.CC 


Section  III  -  f Q«  USE  Of  PAYROLL  OFFICE  ONLY 


*  L->csl  cells  oede  oo  ofticiel  business  Irom  the  home  ol  the  employee  ceo  be  teimbsxaed  only  il  be  is*  eubecriber  ,o  limited  tclcphot 
■  oi.  ■  paid  receipt  is  submitted  os  evidence  ol  tbe  excess  cbetces  ebove  die  reeuisi  monthly  cnergee. 

□  TELEPHONE  BILL  ATTACHED   FOR  PERIOD  FROM      TO 


HltL 


>Jml 


Section  V  -  OTHER   REIMBURSABLE  ITEMS7 


DESCRIPTION  OF  EXPENDITURES 

(Recmlpi  mual  be  uttaCtrmd  tor  wdi 

mwpandltar*  of  J3.Q0  or  mora) 


trfnua  Rarer  la./   Br'M 


J-itUip  \\iver  Ml   BrtAqe.  (rn\u,yyi) 


'  Ca»b  culnn,  irid  road,  brfjaai,  oi  feny  to  lb.  and  other  aiacclUacoBa  ilea*.. 


,5a 


,So 


l.ac 


COST  BY  PROJECT  a  OPERATION 


Total  grots    payment 


Gross  Retirement     Federal  tax  PICA  State 


Insurance 


Total  net  imouni  to  be  paid 


Date  Verified  by 


Payroll  Copy 


t?  U.  a.  flOVUNHtNT  PHIKTIMO  OFriCKi    t*BS-4*ljay 


Sactlor,  VI  .  EMPLOYEE'S  CERTIFICATION 


I  hereby   certify   that   the  mileage,    pet  diem,   telephone,   and    all   other   espennes    elmmed   herein  i 
official  business   (oi  the  Bureau  of  the  Cer  '  — 


~Hjzmaai% 


incurred  in  the  condu. 


ThateLj&JlAQ- 


REMARKS 
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rTKY  TO  EKiiiRGlSi;  1 

U-S.  DEPARTMENT  OF  COMMERCE 
BUREAU  OP  THE  CZJJSL.-S 

A.    CREW   LEADER 

SPECIAL    RECORDS  PROGRAM 

B-  RECORDS  CLERK 

(Before  Enume ration) 

C-  PISTRICT  OFFICE 

1BTH  DECENNIAL  CENSUS 

«:  s*c* 

TTME 
(Tmmmm*t 

TRAVEL  OUTSIDE  EA 

TRAVEL 
TIME 

(6) 

ENUM. 

RECRUIT- 
ING, 

TESTING. 

AND 

SELEC- 
TION 

C7) 

F-236 
WORK    . 
OUT- 
SIDE 
EA 

(B) 

F-236  WORK  WtTHIN  EA 

PREP- 
ARA- 
TION 

FOR     I 
T-NtGHT 

(18)     . 

PREP- 
ARA- 
TION 
FOR 
ENUM- 
TRAl'J- 
ING 

(19. 

JNDJJC- 
TION 

(70) 

T-MICHT 

A-crru- 
ities 

(2D 

PERSO- 
NAL 
TIME 

(22) 

OTHER 

L*-j 

P3) 

IF  "OTHER"* 

DESCRIBE 

(21) 

fllLEABE 

READING 

START 

(9) 

'MILEAGE 

READING 

-CTOP 

(10) 

TOTAL 
MIL-BAGS 
COVERED 

ai) 

PRE- 
LISTtNG 
(ITEM 

4AI 

(L2> 

'f»r  to' 

5PEDIAU 

OV.'ELL-  ■ 

IMG 

PLACES 

03) 

Aj_L       ■ 
OTHER 

-EA 
CHECK 
WORK     ' 

cw)    . 

EA 
NO. 

(13) 

TVPE 
©"F  EA 

fJ6) 

ING 
ENUM. 
MA- 
TERIAL 

cm 

START 

(1) 

STOP 

K) 

MILEAGE 
READING 

start 
(3) 

MILEAGE 

READING 

STOP 

14) 

TOTAL 
MILEAGE 
-JOVEREE 

C5) 

f:39 

tt7 

V£*7 

4-C? 

J. 

7 

r-s7 

9-/i 

>^? 

?-'6 

f:3g 

*V1 

¥77 

? 

J  2. 

?-3f 

'  ' / 

V/ 

¥77 

¥?7 

/o 

/£■ 

//:/iJ 

4*7 

¥?/ 

¥ 

-^ 

//■'2S 

m 

/f'2$ 

//-■>9 

*Us 

r/:+7 

/-'/if 

9/ 

/-■/? 

t*- 

J'OO 

fO 

J.:/e 

J-  7? 

¥-f7 

S~oo 

J 

A3 

J-33 

s.ss 

-3~0  0 

*&£>¥ 

/ 

A*3" 

3:S# 

S-'/S 

77 

•S-/S 

•5:3/ 

.$v>y 

■o~// 

7 

/& 

,    ... 

TOT 

AL 

Jc 

S3 

-T7 

Af 

//? 

<Z2. 

*7*mM 

/a 

•/A 

, 

*UA  •  Mileage  aatfaorized 


NM  -  Non-mileage 


KIST  TO  i^KCISE  2 
special  records  program 


|  F-420  I  DAILY  RECORD  OF  CREW  LEADER  ACTIVITIES 
(Before  Enumeration) 
18TH  DECENNIAL  CENSUS 


A.    CREW   LEADER 


B-   RECORDS  CLERK 


C.   DISTRICT  OFFICE 


&$***£.  <*/,    /?£><?     


TIME 

(To  DMrcIl 

minute) 


I      (I) 


TRAVEL  OUTSIDE  EA 


MILEAGE 

READING 

START 


MILEAGE 
READING 
STOP 


TOTAL 
MILEAGE 
ZOVEREI 


TIME  FOR  ACTIVITY  (Enter  ton 


F-Z36  WORK  WITHIN  EA 


(10) 


_LLU- 


>L*CE3 


OTHER 

EA 
CHECK 
WORK 


illi. 


Ai^L 


_QZL 


PREP- 
ARA- 
TION 
FOR 
r-NIGHT 

<»> 


TION 
FOR 
ENUM. 
TRAIN- 
ING 

(19) 


ENUM. 

INDUC- 
TION 


I20L 


"li. 


iSL 


JSl. 


I  <?"' 


•■"■af 


^SfL 


\r/£- 


**■ 


\9  ar 


9iU 


AOJ 


3-12. 


lie 


?  J/ 


/0:if 


\j£l±L 


axl 


±3. 


'  ////if 


*£i 


/*.•// 


//f/ 


./*_ 


;  >:fl 


3->r 


±L 


J.y, 


1&. 


*■*> 


A--g/ 


A*£. 


>>a*a-«    a*££   ro    0.0 


y.v? 


4£a 


y-j/ 


JJ?    ,  -33ft 


±AJL 


S-i, 


I  '^3  I   7/ 


*Mj.  •  Mileage  aDibci 
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F-401 


&SL  TO  A&tltCISE  3' 
SPICIAl  RECORDS  PROGRAM 
RECORD  OF  ENUMERATOR  ACTIVITIES 
STAGE  I       ' 

18TH  DECENNIAL  CENSUS  ■  1M0 


I,    IDENTIFICATION  ITEMS 


CONDITIONS 


IV.    TIME  ANO  MILES 


C.     REJ^fRDS  CLERK 


A-     WEATHER    (Ctrck  appropriate  block) 

[0CLEAR 

[      I     RAIN 

I      I    INOH 
D     SLEET 


B.    GROUND  ICheck  app/oprlato  block) 


D,     DISTRICT  OFFICE 


E/ED  NUMBERS 


^-//A/   ^   f///? 


(HDKV 

□  MUD 

CD  w«t 

□  SNOW 

□  ice 


Q    DID  NOT  CO  OUT 

A<     ARRIVED  HOME  (Tite*  •/  day)   , 

S.     LEFT  HOME  <Tta«  o/  d«rJ 

C    NET  IA-B. , 


III.    UNITS  COMPLETED 


A.    SECTION  V 
FORM  F-401 


NUMBER  OF  HOUSING 

UNITS  AND  "GQ'S" 

LUTED 


X 


(Number  of  tnirloe 
ot  t  In  col.  6) 


y "      ■  ■• 


NUMBER  OF  HOUSING 

IMITS  COMPLETED 

(Do  not  Inctud* 

"0O»5**J 


(C,  P.  V.  CP  In  eel.  30 
whin  rw  "tjQ"  M  ool.  32) 


ENUMERATION  TIMK 


0.    UBPT  LAST  HOUSING  UNIT 

Ctto\%  ot  d*r) • 


NUMBER  OF  PERSONS 

IN  COMPLETED  HU.'S 

AND  "GO'S*1 


E.     KNOCK  ON  DOOR  FIRST 

HOUSING  UNIT  (Tim*  ot  dmy)  . 


P.     NET  TIMK  ID-E). 


C.     TOTAL  OTHER  (SEC,  V, 

FORM   F-401,  SUM  COL,   17)  . 


J 


H.     TOTAL  ENUMERATION   TIME 
(F-Gl 


(Sum  of  mot.  31) 


_JL*Z±—  MINUTE 


t/0 


CL  MIMtlTB 

**_ MINIlTP 


±L 


TRANSCRIBED 
(HOME 
ACTIVITY) 
FORM   F-402 


^*n^->i-£-*s 


*7l*-rx£~** 


ENUMERATION  MILHS 


1.  TOTAL  MILES  BETWEEN  HOUSING 
UNITS  (SEC.  V.  FORM  F-401,  SUM 
COL,  ») '. 


—— .. 


j2_«,L 


foam  60-11.406 

12-  I  9-801 


KEY.   TO  UCERCISE  4 
SPECIAL  RECORDS  PROGRAM 


F-406  I  DAILY  RECORD  OF  ENUMERATOR  ACTIVITIES 
STAGE  1 1 

18TH  DECENNIAL  CENSUS  •  1960 


U.S.   DEPAR 


I.    IDENTIFICATION  ITEMS 


II.    CONDITIONS 


IV.    TIME  ANO  MILES 


B./ENUMERATOR 


**-,  /9(?d 


'PlasisH^  J&r/i^^Jj, 


C.     RECORDS0CLERK 


(thUmJ  srUL^r\tL,\ 


A.     WEATHER  fChecfc  appropriate  block) 
lB'clear 


□  RAIN 

□  »NOW 

□  SLEET 


D.     DISTRICT  OFFICE  A  /  '      /*      / 

.    UNIT 


III.    UNITS  COMPLETED 


:0.'i 


B.     GROUND  (Check  appropriate  block) 

□  MUD 

□  «er 

□  ice 


PERSONAL  VISIT  TIME 


'       1    OIO  NOT  GO  OUT 


A.     ARRIVED  HOME    (Time  ot  day)  ■ 


NUMBER  OF 

HOUSEHOLD 
QUESTIONNAIRES 

TRANSCRIBED 


A.     PERSONAL 
VISIT 
ISECTION  V) 


B.     TRANSCRIPTIO. 
(SECTION  VII 


rz 


C.  TELEPHONE 
FOLLOW-UP 
(SECTION  vn 


/  circle* 
43) 


NUMBER  OF  HOUSING 

UNITS  COMPLETED 

(Do  not  Include 

"QQ'»") 

12J 


(C.   V  mud  CP  In  col.  24  whin 
no  "CO"  in  col.  36) 


6 


(C  In  col.  43  whin 
no  "00"  In  co).  45) 


srurrt*-* 


!__ 


of.   50  whmn 
no  "CQ"  In  cof.   52) 


NUMBER  OF   PERSONS 
IN  COMPLETED  H.U.'S 
AND   "GO'S" 


A3 


fSuffi  of  cof.  25; 


J?  3 


(Sum  of  col.  44) 


.sn*mJU 


(Sum  ol  col.  51) 


LEFT  HOME  (Timo  ol  dtty).  . 


C.     NET   (A  MINUS  81. 


D.     LEFT  LAST  HOUSING  UNIT 
(Tim*  ot  day) 


E.     KNOCK  ON  OOOR   FIRST 

HOUSING  UNIT  (Time  o(  day)  . 


F,     NET     TIME  (D  MINUS  El. 


H.     TOTAL   PERSONAL    VISIT 
TIME  (F  MINUS  G) 


7-/Q 


//    *v MINUTE 

.tf.'YY 


y./f 


_££_Z_MINU 


_&£-* /. MINUTE 


Note  that  enumerators  have  the  option  of  doing  this  at  ho: 


PERSONAL  VISIT  MILES 

I.     TOTAL  MILES  BETWEEN  HOUSING  //} 

UNITS  (SEC.  V,  SUM  COL.  41 f    U MILE! 

OFFICE  TIME* 

J.      LEFT  OFFICE  (Tim*  of  day) tf    ^         

K.     ARRIVED  AT  OFFICE  (Time  ot  day) f  *  *** 

L.     NET  TIME  (J  MINUS  K) *^-K5l MINUTES 

M.     TOTAL  OTHER  / 

,SEC.  VI.  SUM  COL.  551 55 MINUTES 

N.     TOTAL  TRANSCRIPTION  AND 

TELEPHONE    FOLLOW-UP  TIME  ^   "7   & 

I  L  MINUS  M) <g<  *=*■  / MINUTE 

TOTAL  TIME 

0.     TOTAL  PERSONAL  VISIT, 
TRANSCRIPTION,   AND 

TELEPHONE   FOLLOW-UP  ^rf   L^ 

TIME  (H   PLUS  N) /  MINUTF-; 


USCOMM-OC    1403»-P80 
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K3J:  TO  iXKRCISE  4--Con. 


y      C  •  Complete 
P  ■  Partial 


2/      F  -  Field  Review.    Turn  over  form  and  make  appropriate  entries. 
P  -  Personal  time:    lunch,  coffee  break,  etc. 
O  -  Other.    Specify  in  "Notes"  on  reverse  side. 


_3/      C  -  Completed  by  interview;  no  callback  required. 
N  -  No  one  ar  home  or  no  suitable  respondent 
(Includes  cases  where  some  questions  were 


answered  but  a  callback  is 
V  •  Vacant 
CP  -  Closeout  procedure  used. 


ENUMERATOR  FIELD  REVIEW 


REVIEW 

NUMBER 

{ Circle  one  J 


REVIEWED 

BY 

(Chela  one)* 


ENUMERATOR  TIME  (to  nearest  minute) 


DOWN 

WITH 
REVIEWER 


CORRECTED  BOOKS 
(Describe  In  Remarks) 


START 
(31) 


STOP 

(32) 


OTHER 
(Describe  In  Remarks) 


START 
(33) 


STOP 

(34) 


START 
(35) 


STOP 

(36) 


AstJ    INTER.       FINA 


o 


J&S'i 


//.to 


/All 


ir.fj 


fWf 


'/fto-Ae- 


■  >fi?~a^i' 


c  >  .-^ULsiJeLtJ  {eA'-JiL&T.S 


1ST      INTER.      FINAL 


1ST      INTER.      FINAL  FR         CL 


VI.   OBSERVATION  OF  TRANSCRIPTION  AND  TELEPHONE  FOLLOW-UP 


TRANSCRIPTION 


TELEPHONE   FOLLOW-UP 


OTHER  ACTIVITIES 


COMPLETION 
STATUS     17 

(Ctrclo  code) 


»©  — 


IF  "C"  IN 
COL.  43, 
ENTER 

NUMBER 


PAGE 

JUMBER 
FROM 


COMPLETION 
STATUS   _2/ 
(Circle  code) 


ICOL.    54 
MINUS 

COL     53J 


COMPLETE    DESCRIPTION   OF    ACTIVITY 


r->tsi*La->H^£^ 


J.0 


Alt 


7-'°  ft 


_3J_ 


3 


/:Q3 


/■<?/ 


r-SE 


1 


3-33 


r.ss 

31AL 


(S>    C~ 
"     ©-— 

»(s>~ 


r 
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F-4.04A,  Daily  summary  of  enumerator  activity,  urban  block  enumerators 81 

F-4.04-B,  Daily  summary  of  enumerator  activity,  urban  nonblock  enumerators 81 

F-4.04-C ,  Daily  summary  of  enumerator  activity,  rural  enumerators 81 

F-4-09,  Instructions  to  records  clerks 82 

F-4.11,  Information  for  records  clerks  who  accompany  enumerators 85 

F-4.12,  Memorandum  to  enumerators  (Subject:   Special  Records  Program) 85 

F-4-14,  Memorandum  to  crew  leaders  (Subject:  Recruiting  records  clerks  for  the  Special  Records  Program) 85 

F-416,  Records  supervisor '  s  guide  for  training  records  clerks 86 

F-450,  Summary  of  completion  status  codes 94 

F-4-53,  Daily  summary  codes  for  Stage  I  enumeration 94- 

F-4.54>  Control  list  for  Stage  I  enumeration 94- 
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form  60-11-402 

(1-26-60) 


U.S.  DEPARTMENT  OF  COMMERCE 
BUREAU  OF  THE  CENSUS 


SPECIAL  RECORDS  PROGRAM 


F-402     ENUMERATOR'S  HOME  ACTIVITY  RECORD 

STAGE  I 
18TH  DECENNIAL  CENSUS  -  1960 


ENUMERATOR 


>^/^' 


O-iZ-S 


o.  DISTRICT  OFFICE 


o//s 


b.   RECOWOS  CLERK 


COAOS  CLERK 


c.  ED  NO'S- 


?-/&#,   9-'°P 


DATE 


(1) 


TALLY  OF  UNITS  AND  PERSONS  TRANSCRIBED  TO  STAGE  II  ED  BOOKS 


HOUSING  UNITS 

(Do  not  tally  "GQ'a") 

(2) 


PERSONS  (Include  those  In  "GQ'a") 
(3) 


snt^toT^C 


sn^fr-n^' 


/>*X    sr*4     "" 


JyVA    ??*-£.   /Ttt<    >y>s4    77^.     777^.     // 


/^tf^ze— 


7?u  &&  ozl  // 


^H   //?*.   7^4   77^^  /7X    /7-tsC  7»sOy*£      /// 


fau  ^^  ill 


Tth.  tth^t+h^  jTM~r77W^  ~~m*~.  ?>>sc     //// 


^>*  iL 


/?*£  ">*<  yy^  >*></     /// 


fet&JZ&jyx.  (L 


777*.    777^, 


7>>S<L     /// 
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r<mM«0-ll-404A 

(2-S-00) 


U.S.  DEPARTMENT  OF  COMMERCE 
BUREAU  OF  THE  CENSUS 


F-404A 


SPECIAL  RECORDS  PROGRAM 
DAILY  SUMMARY  OP  ENUMERATOR  ACTIVITY 


URBAN   BLOCK   ENUMERATORS •  STAGE  I 

(PH-2  Enumerator*  regardless  of  Pay  cod*) 
18TH  DECENNIAL  CENSUS 


EA 

(List  til  BD 

numbers  In 

this  EA) 

(» 


Enumerator 


(2) 


Circle  appropriate 
condition  codes* 


Weather 
(3) 


C   R   S   SL 


CRSSL 


Ground 
(4) 


D   M   W   S   I 


D    M    W    S    I 


Interview  results 


Total 

time 

(Mlnutet) 

(5) 


Number 


Housing 

units  and 

GQ's  listed 

(6) 


Housing 
units 
completed 

(7) 


Persons 
completed 


(8) 


Date 


District  office 


Sample  weight 


Transcription 
(Number) 


Housing 
units 

tran- 
scribed 
(9) 


Persons 

tran- 
scribed 

(10) 


Mileage 

between 

housing 

units 

(11) 


FOR  WASHINGTON 
USE  ONLY 


(12) 


(13) 


form  60.11-404B 

U-e-eoi 


U.S.  DEPARTMENT  OF  COMMERCE 
BUREAU  OF  THE  CENSUS 


SPECIAL  RECORDS  PROGRAM 


F-404B  I    DAILY  SUMMARY  OF  ENUMERATOR  ACTIVITY 
URBAN  NONBLOCK  ENUMERATORS  ■  STAGE  I 

(PH-)  Enumerators;   F-237  Pay  code  PP) 
18TH  DECENNIAL  CENSUS 


Date 


District  office 


Sample  weight 


EA 

(List  all  BD 

numbers  In 

this  EA) 

(1) 


Enumerator 


(2) 


Circle  appropriate 
condition  codes* 


Weather 
(3) 


Ground 
(4) 


Interview  results 


Total 

time 

(Minute  a) 

(5) 


Number 


Transcription 
(Number) 


Housing 

units  and 

GQ's  listed 

(6) 


Housing 
units 

completed 

(7) 


Persons 
completed 

(8) 


Housing 
units 
tran- 
scribed 
(9) 


Persons 

tran- 
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1.0     GENERAL 

Starting  April  1,  160,000  enumerators  will  take  a  Census  of  Population 
and  Housing  throughout  the  United  States.   So  that  ve  may  get  informa- 
tion for  planning  future  censuses,  we  are  very  much  interested  in  learn- 
ing how  much  time  it  takes  enumerators  to  do  each  of  the  different  things 
they  will  have  to  do. 

Since  it  would  be  costly  to  keep  records  on  each  of  our  l60,000  enumera- 
tors who  will  be  working  on  the  census,  we  shall  only  keep  records  on  a 
sample  of  them.  Your  Job  will  be  to  accompany  one  of  the  enumerators  in 
this  sample  each  day  that  he  works,  starting  April  1. 

2.0  HOW  TO  USE  FORM  F-l*01,  RECORD  OF  ENUMERATOR  ACTIVITIES,  STAGE  I 

Form  F-401  is  the  form  you  will  use  for  recording  what  the  enumerator 
does,  how  much  time  it  takes  him  to  do  it,  and,  if  he  uses  his  car, 
how  many  miles  he  had  to  drive.  The  Y-hOl   is  In  booklet  form;  use  one 
booklet  each  day,  whether  the  enumerator  goes  out  to  enumerate  or  not. 

2.1  Making  Time  and  Mileage  Entries 

Always  make  time  entries  to  the  nearest  minute.  For  example, 
"12:13",  "y.kf",   etc.  Ignore  seconds  when  you  read  your  watch. 
For  example,  any  time  between  10:38  and  10:39  should  be  recorded 
as  10:38.  Then,  as  soon  as  the  minute  hand  reaches  10:39*  "the 
time  is  10:39  until  the  minute  hand  reaches  10:40. 

Always  record  mileage  entries  to  the  nearest  mile.  Ignore  the 
tenths  in  reading  the  mileage.  Only  the  last  three  digits  of  the 
mileage  need  be  recorded.  For  example,  if  the  reading  is  "7725^ 
and  five  tenths",  record  the  mileage  as  "25V. 

2.2  Order  of  Completion  of  the  Form 

Form  F-i+Ol  has  been  designed  so  that  a  summary  of  the  enumerator's 
activities  appears  on  the  cover.  The  remaining  pages  in  the 
booklet  are  used  to  record  the  details  of  enumeration  at  each 
housing  unit.  For  this  reason,  you  do  not  complete  the  form  in 
the  order  that  the  items  appear  on  the  form.  The  exact  order 
is  the  following : 

a.  Section  I 

b.  Section  IV,  Item  B 

c.  Section  V 

d.  Section  TV,  Item  A 

e.  Section  II 

f.  Section  III,  Item  A 

g.  Section  IV,  Remaining  Items 
h.  Section  III,  Item  B 

In  the  paragraphs  which  follow,  each  section  will  be  discussed  in 
the  order  in  which  it  appears  in  the  above  list. 

2.3  Section  I  -  Identification  Items 

Item  A  Enter  the  month,  dfey,  and  year  on  which  you  accompany  the 
enumerator.  Remember  that  you  will  be  filling  out  a 
separate  F-Uoi  for  each  day  you  work. 

Item  B  Enter  the  full  name  of  the  enumerator 

Item  C  Enter  your  own  name 

Item  D  Enter  the  District  Office  city  and  code  number.  Your 
Records  Supervisor  will  give  you  this  information. 

Item  E  Enter  the  numbers  of  all  ED's  (Enumeration  Districts) 

which  the  enumerator  has  in  his  assignment.  The  enumera- 
tor will  give  you  this  information. 

2.1*  Section  IV,  Item  B  -  Time  Left  Home 

You  will  meet  the  enumerator  at  his  home  each  day  before  he  starts 
out.  If  he  drives,  you  will  ride  with  him.  Record  in  item  B  of 
Section  IV  the  time  when  he  leaves  home  to  begin  enumeration. 

2.5  Section  V  -  Enumerator  Observation 

You  will  accompany  the  enumerator  as  he  makes  his  visits  to  the 
housing  units  in  each  area.  Go  into  each  housing  unit  with  him. 
Complete  one  line  of  Section  V  for  each  housing  unit,  whether 
anyone  is  at  home  or  not. 

Columnl  (When  Car  Started).  Enter  the  enumerator's  mileage  read- 
ing when  you  enter  his  car,  regardless  of  the  purpose  of  the  ride. 
Make  your  first  such  entry  when  he  leaves  home  in  the  morning,  if 
he  drives. 

Column  2  (When  Car  Stopped).  Enter  the  enumerator's  mileage  read- 
ing when  the  car  stops  at  its  destination.  (Generally,  this  entry 
will  be  identical  to  the  next  entry  in  column  1.) 

Column  3  (Between  Housing  Units).  When  the  purpose  of  travel  was  to 
move  to  the  next  housing  unit  for  enumeration,  enter  in  column  3 
the  difference  between  the  entries  in  columns  1  and  2.   (Travel 
miles  from  the  enumerator's  home  to  the  first  housing  unit  and  from 
the  last  housing  unit  to  the  enumerator's  home  are  not  to  be  entered 
in  column  3 • ) 


Column  k   (other).  When  the  travel  was  for  a  purpose  other  than 
that  of  going  to  the  next  housing  unit  while  enumerating,  enter  in 
column  h   the  difference  between  the  entries  in  columns  1  and  2. 
(Travel  miles  from  the  enumerator's  home  to  the  first  housing  unit 
and  from  the  last  housing  unit  to  the  enumerator's  home  will  be 
entered  in  column  h,  ) 

Coliinm  3   (Listing  Book  Identification).  Columns  5  through  13  and 
r.nl  nmns  Ifi  thrnngh  ??  apply  tn  a  parti  mil  ar  housing  unit .   Each 
housing  unit  which  the  enumerator  visits  is  recorded  in  his  List- 
ing Book.  Enter  in  column  5  the  Listing  Book  page  number  and  line 
number  of  each  housing  unit  visited. 

Column  6  (Visit  Number).  Enter  the  number  of  this  visit  to  housing 
unit.  For  example,  this  may  be  the  first,  second,  third,  etc.  visit 
to  the  unit.  Enter  1,  2,  3,  etc.  as  required.  Count  as  visits  all 
attempts  to  contact  someone  in  the  housing  unit,  even  though  there 
was  no  one  at  home .  If  you  or  the  enumerator  cannot  remember 
exactly  how  many  visits  have  been  made,  ask  the  enumerator  to  get 
this  information  from  the  callback  columns  of  his  Listing  Book. 

Column  7  (Knock  on  Door),  Enter  the  time  the  enumerator  knocks 
on  the  door  or  rings  the  doorbell . 

Column  8  (Open  Door).  Enter  the  time  when  anyone  opens  the  door . 

Column  9  (Began  Interview) .  Enter  the  time  the  enumerator  asks  the 
first  question  for  information  needed  to  complete  the  enumeration. 
(This  will  be  after  the  enumerator  has  entered  the  housing  unit, 
made  introduction  and  identification,  been  seated,  and  made  prepa- 
ration for  interview.  In  housing  units  where  the  respondent  com- 
pleted an  Advance  Census  Report  (ACR),  it  will  be  after  the 
search  for  or  location  of  the  Advance  Census  Report.) 

Column  10  (Interview  Interrupted  for  Personal  Business).  Enter 
the  time  the  respondent  interrupts  the  enumerator's  interview  to 
attend  to  some  personal  business,  such  as  answering  the  telephone, 
tending  to  the  baby's  needs,  etc. 

Column  11  (Resumed  Interview).   Enter  the  time  the  respondent 
returns  his  attention  to  the  interview  after  an  interruption. 
If  more  than  one  interruption  occurs  during  an  interview,  use 
additional  lines  on  the  form  to  make  further  entries  in  columns 
10  and  11.  Then  continue  your  entries  in  subsequent  columns  on 
the  last  line  you  used. 


Column  12  (Finished  Interview).  Enter  the  time  the  enumerator  in- 
dicates that  the  interview  is  finished.  This  may  be  by  closing  his 
books  and  getting  up  to  leave  or  by  thanking  the  respondent. 

Column  13  (Left  House).  Enter  the  time  when  the  enumerator  steps 
over  the  threshold  on  leaving  a  housing  unit  and  the  door  closes. 

Column  Ik   (Stopped  Enumeration).  Enter  the  time  the  enumerator 
reaches  his  car  or,  If  he  is  walking,  the  time  he  reaches  the  side- 
walk in  front  of  the  last  housing  unit  visited  and  indicates  that 
he  is  taking  a  break  from  his  enumerating  activities  or  that  he  is 
through  for  the  day. 

Column  15  (Reason  Stopped).  Enter  the  appropriate  code  to  show 
why  the  enumerator  stopped  his  enumeration  activities.   (If  code 
F  for  Field  Review  Is  entered,  turn  the  page  over  and  make  ap- 
propriate entries  in  columns  23  through  37  on  the  reverse  side.) 
(If  code  "0"  is  entered,  turn  the  page  over,  enter  the  Listing 
Book  identification  in  the  Notes  section,  and  state  why  the  enu- 
merator stopped. ) 

Column  16  (Resumed  Enumeration).  Enter  the  time  the  enumerator 
stops  his  car  after  returning  from  an  enumeration  work  break.   If 
the  enumerator  isn't  driving  a  car,  enter  the  time  he  reaches  the 
sidewalk  in  front  of  the  first  housing  unit  where  enumeration  will 
be  resumed. 

Column  17  (Other  Time}.  Enter  in  minutes  the  difference  between 
the  entries  in  columns  lU  and  16. 

Column  18  (Left  Household  Questionnaire).   Circle  "yes"  if  the 
enumerator  left  a  household  questionnaire  with  the  respondent. 
Circle  "no"  if  the  enumerator  did  not  leave  a  household  question- 
naire. 

Column  19  (ACR  Status).  Circle  the  appropriate  code  that  de- 
scribes the  Advance  Census  Report  status: 

1.  Circle  C  if  the  respondent  gives  the  enumerator  a  completed 
Advance  Census  Report  before  the  enumeration  interview. 

2.  Circle  P  If  the  respondent  gives  £he  enumerator  a  partially 
completed  Advance  Census  Report. 

3.  Circle  S  if  the  respondent  indicates  that  he  received  an 
Advance  Census  Report,  searches  for  It,  but  is  unable  to 
locate  it. 

4.  Circle  N  if  the  respondent  says  he  did  not  receive  an  Advance 
Census  Report  or  if  he  received  one  but  made  no  entries  on  it. 


APPENDIXES-FORMS  AND  INSTRUCTIONS 
Appendix  B,  Stage  I  Enumeration-Continued 

F-409       INSTRUCTIONS       TO       RECORDS       CLERK  S--C  0  N. 
(Daily  Record  of  Enumerator  Activities — Stage  I) 


83 


Column  20  (Type  of  Interview).  Circle  the  appropriate  code  vhich 
describes  the  type  of  interview: 

1.  Circle  code  C  if  the  interview  was  completed,  with  no  callback 
or  ACR  transcription  required. 

2.  Circle  code  P  if  the  enumerator  received  an  ACR,  examined  it 
and  Judged  it  to  be  complete  and  took  it  home  rather  than 
transcribing  it  in  the  housing  unit. 

3-  Circle  code  N  if  no  one  was  at  home  or  no  suitable  respondent 
was  available.  Include  cases  where  some  questions  were 
answered  but  a  callback  is  required. 

k.     Circle  code  V  if  the  housing  unit  was  vacant. 

5-  Circle  code  CP  if  the  housing  unit  was  completed  by  the  close- 
out  procedure  (information  obtained  from  neighbors). 

Column  21  (Number  of  Persons  if  "C",  "P",  or.  "CP"  in  Column  20 ). 
If  "C",  "P  ,  or  "CP"  was  circled  in  column  20,  enter  the  number 
of  persons  in  the  housing  unit.  Make  no  entry  otherwise.  Determine 
the  number  of  persons  in  the  housing  unit  by  listening  to  the  in- 
terview. Ask  the  enumerator,  if  necessary. 

Column  22  (Check  if  Unit  is  a  "GO.").  Enter  a  check  mark  if  the 
unit  was  a  group  quarters .  Make  no  entry  if  the  unit  is  not  a 
group  quarters .  (Group  quarters  are  living  arrai.  *ements  for 
institution  inmates  and  for  groups  of  five  or  more  persons  un- 
related to  the  head  of  the  household  or  the  person  In  charge.) 
Ask  the  enumerator  if  you  are  in  doubt  about  whether  a  place  is 
. a  group  quarters . 

Notes  Section  Reverse  Side.  Describe  any  unusual  situation  which 
you  encounter  when  filling  out  columns  1  through  22  in  the  notes 
section  on  the  reverse  side  of  the  form.   Enter  the  Listing  Book 
Identification  for  each  unit  requiring  a  note. 

Column  23  (Review  Number).  As  the  instructions  for  column  15 
stated,  columns  23  through  37  are  to  be  completed  whenever  the 
enumerator  reports  for  Field  Review.  Circle  the  appropriate  word 
to  show  whether  this  is  the  1st,  2nd,  3rd,  or  final  review  of  the 
enumerator ' s  work . 

Column  2k  (Reviewed  By) .  Either  a  Crew  Leader  or  a  Field  Reviewer 
will  review  the  enumerator's  work.  Circle  a  code  to  show  who  made 
the  review.  FR  means  Field  Reviewer.  CL  means  Crew  Leader. 

Column  25  (Entered  Premises).  Enter  the  time  the  enumerator  en- 
tered the  place  where  the  Field  Review  is  conducted.  This  will 
be  the  time  the  door  is  opened  and  the  enumerator  crosses  the 
threshold. 

Column  26  (Sat  Down  with  Reviewer).  Enter  the  time  the  enumerator 
sits  down  on  a  chair  beside  the  Reviewer  to  begin  the  review. 

Column  27  (Review  Ended).  Enter  the  time  the  enumerator  arises 
from  his  chair  at  the  Reviewer's  desk  when  the  review  has  been  com- 
pleted. 

Column  28  (Corrected  Books  -  Start).  The  Reviewer  may  request  the 
enumerator  to  move  to  another  location  on  the  premises  and  make 
corrections  to  the  books  that  were  reviewed.  Enter  the  time  the 
enumerator  sits  down  at  a  table  to  make  these  corrections  Describe 
in  column  37  what  corrections  were  made.  Ask  the  enumerator. 

Column  29  (Corrected  Books  -  Stop).  Enter  the  time  the  enumerator 
arises  from  his  chair  after  making  corrections. 

Column  30  (Transcription  to  Stage  II  ED  Book  -  Start).  Enter  the 
time  the  enumerator  sits  down  on  a  chair  to  transcribe  to  the  Stage 
II  ED  Book  under  the  Reviewer's  direction. 

Column  31  (Transcription  to  Stage  II  ED  Book  -  Stop).  Enter  the 
time  the  enumerator  stops  transcription  under  observation,  gathers 
up  the  work,  and  arises  from  his  chair. 

Column  ^2  (Other  -  Start).  Enter  the  time  the  enumerator  Btarted 
on  any  other  activity  at  the  review  location,  including  waiting  for 
the  reviewer.  Describe  this  activity  in  column  37  •  All  H™e   at 
the  review  location  must  be  accounted  for. 

Column  33  (Other  -  Stop).  Enter  the  time  the  enumerator  completes 
the  activity  he  began  in  column  32. 

rvilumn  U  (Payrolled  by  Crew  Leader  -  Start).,  Enter  the  time  the 
Crew  Leader  began  the  payroll  process.  You  should  be  able  to  de- 
termine when  this  operation  begins  by  following  the  Field  Review 
process,  but  ask  if  you  are  in  doubt. 

Column  35  (Payrolled  by  Crew  Leader  -  Stop).  Enter  the  time  the 
enumerator  rises  from  his  chair  after  having  been  payrolled  by  the 
Crew  Leader. 

Column  36  (Left  Premises).  Enter  the  time  the  enumerator  left 
the  premises.  This  will  be  the  time  he  opened  the  door  to  leave 
the  review  location. 

Column  37  (Remarks  1-  Describe  the  activities  performed  in  the 
time  Intervale  you  recorded  in  columns  28-29  an<i  columns  32-33* 


2.6     Section  IV,  Item  A  -  Time  Arrived  Home 

You  will  accompany  the  enumerator  to  his  home  each  day  after  he 
completes  his  enumeration.  Record  in  item  A  of  Section  IV  the 
time  when  he  arrived  home . 

2-7  Section  II  -  Conditions 

Mark  one  box  in  item  A  to  show  tiie  weather  conditions  most  prevalent 
during  the  period  when  the  enumerator  did  his  work.  In  the  same 
manner,  mark  one  box  in  item  B  to  show  the  most  prevalent  ground 
conditions.  Complete  this  section  even  if  the  enumerator  didn't 
go  out  at  all. 

2.8  Section  III,  Item  A  -  Units  Completed  by  Personal  Visit 

Enter  in  column  1  the  number  of  entries  of  "1"  in  column  6  of 
Section  V.  Enter  in  column  2  the  number  of  entries  of  "C",  "P",  "V", 
or  "CP"  in  column  20  of  Section  V  when  there  is  no  entry  in 
column  22.  Enter  in  column  3  "the  sum  of  column  21  of  Section  V. 

2.9  Section  IV  -  Time  and  Miles 

You  have  already  completed  items  A  and  B  of  Section  IV.  Complete 
the  remaining  items  as  follows: 

Item  C.  Enter  In  minutes  the  difference  between  A  and  B. 

Item  D.  Enter  the  time  the  enumerator  left  the  last  housing  unit. 
This  will  be  the  last  entry  in  column  13  of  Section  V. 

Item  E.  Enter  the  time  the  enumerator  knocked  on  the  door  of  his 
first  housing  unit.  This  time  will  be  the  first  entry 
in  column  7  of  Section  V. 

Item  F.  Enter  in  minutes  the  difference  between  D  and  E. 

Item  G.   Enter  In  minutes  the  sum  of  column  17  of  Section  V. 
However,  exclude  from  this  total  the  times  for  any 
activities  which  took  place  before  knocking  on  the  first 
door  or  after  leaving  the  last  housing  unit. 

Item  H.  Enter  in  minutes  the  difference  between  F  and  G. 

Item  I.  Enter  in  miles  the  sum  of  column  3  of   Section  V. 


2.10  Section  III,  Item  B  -  Units  Transcribed 

The  enumerator  will  keep  a  record  of  the  number  of  housing  units 
and  persons  he  transcribes  at  home  on  form  F-402.  This  form  will 
be  discussed  in  detail  in  the  next  section  of  these  instructions. 
Enter  in  column  2  of  Item  B  of  Section  III  the  sum  of  column  2  of 
the  F-l*02.  Enter  in  column  3  of  Item  B  of  Section  III  the  sum  of 
column  3  of  the  F-^02. 

3.0  HOW  TO  USE  FORM  F-^02,  ENUMERATOR'S  HOME  ACTIVITY  RECORD 

After  the  enumerator  has  been  instructed  in  transcription  during  one  of 
his  Field  Review  appointments,  he  will  be  transcribing  information  from 
the  Stage  I  ED  book  to  the  Stage  II  ED  book.   Except  for  the  transcrip- 
tion done  during  Field  Review,  this  work  will  be  done  at  his  home  and 
will  not  be  observed  by  you.   However,  we  want  to  know  how  much  of  this 
work  he  does  each  day.  Consequently,  once  he  has  been  instructed  In 
transcription,  give  him  a  form  F-lK)2  each  evening  as  you  leave  him  for 
the  day.  In  the  heading  of  the  form,  write  his  name  and  complete  items 
a,  b,  and  c.  Enter  the  date  in  column  1.  Tell  him  to  complete  columns 
2  and  3  by  tallying  the  number  of  housing  units  (in  column  2)  and  the 
number  of  persons  (in  column  3)  he  transcribed  that  day.  Have  him  use 
this  system  of  tallying: 

-HH-     -H+h    4H+-     III 

Tell  him  to  complete  the  form  by  making  tallies  In  the  appropriate 
columns  as  he  finishes  transcribing  each  housing  unit.  Complete  the 
form  yourself  for  the  housing  units  he  transcribes  while  he  is  at 
Field  Review. 

When  you  arrive  at  the  enumerator ' s  home  to  go  out  with  him  the  next 
day,  examine  the  F-l*02.  There  should  be  approximately  three  times  as 
many  tallies  in  column  3  as  in  column  2.   Question  the  enumerator  if 
there  is  any  doubt  about  the  accuracy  of  the  entries .  Retrain  him 
on  how  to  prepare  the  report  If  necessary.  Write  "none"  in  column  2 
if  the  enumerator  did  no  transcription.  Return  the  same  F-lK)2  to  the 
enumerator  each  evening  and  review  it  each  morning.  When  the  enu- 
merator has  finished  his  assignment,  mail  the  F-l+02  to  your  Records 
Supervisor. 

U.O  DISPOSITION  OF  FORMS 

Mail  the  F-UOl  to  your  Records  Supervisor  each  day  In  the  large  brown 
preaddressed  envelope  you  will  be  given.  No  postage  is  required. 
When  the  enumerator  has  not  yet  been  instructed  in  transcription, 
there  will  be  no  form  F-U02  to  worry  about,  and  you  should  mail  your 
F-i*01  on  the  day  you  filled  it  out-  When  the  enumerator  does  begin 
transcribing,  you  should  complete  all  of  your  F-l*01  on  -the  day  you 
filled  it  out  except  item  B  of  Section  III.   Complete  that  item  the 
next  day  after  examining  the  F-i+02  that  the  enumerator  completed  over- 
night and  mail  the  F-tol  to  your  Records  Supervisor  at  the  first  op- 
portunity. 
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After  the  enumerator  has  passed  filial  Field  Review  and  has  turned  all 
his  materials  over  to  his  Crew  Leader,  your  work  is  done.  Send  in  the 
F-U02  and  your  identification  card  witn  the  last  F-UOl  that  you  mail. 

5.0  HOW  TO  WORK  WITH  THE  EBWfflRATOR 

It  will  be  up  to  you  at  tbe  sad  of  tach  day's  work,  to  arrange  with  the 
enumerator  when  you  will  meet  bin  before  he  begins  work  on  the  follow- 
ing day.  If  he  goes  out  cnexpecteily  in  the  evening,  have  him  call  you 
first  so  that  you  may  Join  him.  Follow  these  rules  in  working  with 
your  enumerator: 

a.  Accompany  him  at  all  times  regardless  of  when  he  does  hie  work. 
Avoid  causing  him  any  delay  in  starting  work  when  he  wishes  to 
do  so. 

b.  Always  be  punctual  for  meetings  with  him. 

c.  Hever  attempt  to  tell  him  how  to  do  his  Job.  Your  only  function 

is  to  keep  records.  Avoid  "small  talk"  that  will  delay  or  distract 
him.  He  is  paid  on  a  piece  price  basis  and  time  is  money  to  him. 

d.  Listen  to  the  interview  and  look  at  your  copy  of  the  materials 
while  he  completes  the  enumeration.  You  can  get  most  of  the  in- 
formation you  need  this  way.  If  you  do  have  to  ask  him  a  question, 
do  so  after  you  have  left  the  housing  unit.  Never  interrupt  an 
interview  to  ask  a  question. 

e.  Remain  with  him  throughout  the  entire  period.  If  you  are  absent 
for  even  one  day,  we  will  not  have  a  complete  enumeration  picture . 
This  means  that  you  should  ask  to  be  excused  from  accompanying 
him  only  in  case  of  extreme  emergency.  If  such  an  emergency 
should  arise,  notify  the  Records  Supervisor  immediately. 


Do  not  discuss  your  work  with  him. 
to  worry  about. 


His  own  Job  is  all  he  has  time 


If  a  respondent  questions  your  presence,  let  the  enumerator  explain 
why  you  are  there. 


h.  Do  not  combine  your  work  as  a  Records  Clerk  with  any  other  Job, 

such  as  selling  magazine  subscriptions,  collecting  information  for 
directory  publishers,  or  selling  or  advertising  articles  of  any  kind. 

i.  Refrain  from  political  activities  during  your  employment.  Do  not 
leave  cards  or  other  literature  supporting  any  candidate  for 
political  office.  Do  not  argue  or  debate  the  merits  of  either 
candidates  or  political  issues. 

6.0  ACCIDENT  PREVENTION  AND  COMPENSATION 

As  an  employee  of  the  Federal  Government  you  are  entitled  to  medical 
care  or  compensation  if  you  are  injured  "in  the  performance  of  duty." 
These  benefits  are  regulated  by  the  Bureau  of  Employees'  Compensation, 
Department  of  Labor. 


6a1  Safety  precautions 

Make  "Safety  First"  your  slogan, 
hazards  of  enumerating: 


Be  on  the  lookout  for  these 


a.  Mean  dogs — Take  no  chances  with  vicious -loo king  dogs.  If 
you  cannot  get  the  attention  of  the  owner  of  the  dog,  try. to 
arrange  an  appointment  with  the  owner  by  telephone. 

b.  Falls — Reduce  the  possibility  of  fall 6  by  stepping  cautiously 
on  dark  or  rickety  stairs  and  uneven  walks.  Do  not  take 
shortcuts  when  the  footing  is  difficult . 

c.  Automobile  accidents--Give  full  attention  to  driving  when 
you  use  your  car.  Always  get  out  of  your  car  on  the  curb 
side. 

6.2  What  to  do  in  case  of  accident — If  you  are  injured,  get  first  aid 
from  the  nearest  source.  Then  report  the  injury  to  your  Records 
Supervisor  as  soon  as  possible .  Get  names  and  addresses  of  any 
witnesses  to  the  accident.  If  further  treatment  is  needed,  your 
Records  Supervisor  will  inform  you  where  to  obtain  it.  He  will 
also  give  you  the  necessary  forms  for  your  official  reporting  of 
the  accident,  which  is  necessary  for  fy***   medical  care  or  com- 
pensation. 
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A.  Your  Pay 

You  will  be  paid  $1.60  an  hour  while  you  are  being  trained  and  for  all 
work  thereafter.  You  will  also  be  paid  seven  cents  per  mile  when  you 
use  your  automobile  and  will  be  reimbursed  for  telephone  calls  you  may 
have  to  make  from  pay  stations. 

B.  The  Job 

You  must  have  the  use  of  an  automobile  and  a  watch.  You  must  also  have 
a  telephone  in  your  home.  You  will  accompany  one  enumerator  while  he 
works.  As  the  enumerator  conducts  each  interview,  you  will  record  the 
time  it  takes  him  to  do  each  separate  part  of  the  enumeration.  You  will 
ask  the  enumerator  to  keep  a  simple  record  of  his  home  activities  and  show 
him  how  to  do  it.  Each  day  you  will  make  your  own  arrangements  to  meet 
the  enumerator  on  the  following  day. 

C.  Transportation 

If  there  ie  driving  to  be  done,  the  enumerator  will  do  it.  However,  you 
will  have  to  use  your  own  car  to  get  to  the  place  where  you  will  meet  the 
enumerator . 

D.  Hours 

You  will  have  to  work  the  same  hours  as  the  enumerator  to  whom  you  are 
assigned.  If  he  finds  it  necessary  to  work  in  the  evening,  you  will  accom- 
pany him  then.  Whether  he  works  six  hours  or  ten,  you  will  be  expected 
to  stick  with  him. 

E.  Dates 

You  will  be  trained  on  March  29  and  will  be  working  from  April  1  until 
your  enumerator  finishes.  You  will  be  given  additional  training  if  you 
are  selected  to  accompany  Stage  II  enumerators;  you  would  then  work  from 
April  20  until  your  Stage  II  enumerator  finishes. 


In  Stage  II,  much  of  your  work  will  consist  of  transcription  from  Household 
Questionnaires  and  telephone  follow-up.  An  office  with  a  telephone  will  be 
rented  for  you  at  a  location  in  or  near  one  of  your  EA's.  The  transcription 
and  telephone  follow-up  work  that  you  would  normally  do  at  home  will  be 
done  there  instead,  and  a  Records  Clerk  will  be  with  you  to  keep  detailed 
records.  This  is  being  done  so  that  you  need  not  be  inconvenienced  at 
home  by  the  presence  of  a  Records  Clerk.  However,  if  you  prefer  to  work 
at  home  and  do  not  mind  having  the  Records  Clerk  present  for  all  Census 
work,  you  may  work  there.  The  Records  Clerk  will  accompany  you  on  your 
personal  visits  to  housing  units,  as  well.  You  will  be  paid  for  an  additional 
two  hours  of  work  in  each  Stage  II EA  to  compensate  for  any  delay  that  you  may 
experience  due  to  the  Special  Records  Program.  Usually,  you  will  be  enumerating 
three  EA's  in  Stage  II,  which  means  that  you  would  receive  an  extra  $9.60 
in  all. 


F-414   MEMORANDUM  TO  CREW  LEADERS 


MEMORANDUM 


Crew  Leader, 

Crew  Leader  District 


From: 


Robert  B-  Voight 
Chief,  Field  Division 


Subject:  Recruiting  Records  Clerks  for  the  Special  Records  Program 


We  have  established  a  Special  Records  Program  to  obtain  detailed  information 
about  the  1960  Census  which  will  be  used  to  plan  future  censuses.  A  sample 
of  25  District  Offices  has  been  selected  to  participate  in  this  program. 
Your  District  Office  has  been  chosen  as  one  of  the  sample  offices. 


The  following  EA'  s  in  your  Crew  Leader  District  have  been  selected  for  the 
program.  The  ED's  included  in  these  EA's  are  listed  below: 


F-412   MEMORANDUM  TO  ENUMERATORS 


MEMORANDUM 

To:      All  Enumerators  in  Special  Records  Program 

From:     Robert  B.  Voight 

Chief,  Field  Division 

Subject:  Special  Records  Program 

We  have  established  a  Special  Records  Program  to  obtain  detailed  information 
about  the  1960  Census  which  will  be  used  to  plan  future  censuses.  A  sample 
of  25  District  Offices  has  been  selected  to  participate  in  this  program. 
Your  District  Office  has  been  chosen  as  one  of  the  sample  offices,  and  you 
have  been  selected  as  a  sample  enumerator. 

A  Records  Clerk  will  accompany  you  each  day  on  your  interviews.  In  every 
housing  unit  he  will  make  a  record  of  how  long  it  takes  to  do  each  part  of  the 
enumeration.  The  Records  Clerk  has  been  instructed  not  to  interfere  in  any 
way  with  your  work  but  will  require  your  cooperation  in  order  to  obtain 
complete  and  accurate  records.  This  program  will  in  no  way  be  used  as  a 
check  on  you  and  in  no  way  will  the  data  reflect  on  your  performance  as  an 
enumerator . 

If  a  respondent  questions  the  presence  of  the  Records  Clerk,  merely  explain 
that  the  Bureau  of  the  Census  is  carrying  out  a  program  to  improve  future 
oensuses.  You  and  the  Records  Clerk  will  both  be  responsible  for  arranging 
a  meeting  time  and  place  each  day  when  you  start  to  work.  The  Records  Clerk 
will  ride  with  you  if  you  use  your  automobile.  He  has  been  instructed  to  be 
prompt  when  he  meets  you.  If  he  fails  to  arrive  at  a  meeting  place  after 
15  minutes,  you  will  start  enumerating  without  him.  It  will  be  his  responsi- 
bility to  catch  up  with  you  if  he  is  late.  Yor.  will  also  arrange  to  meet 
the  Records  Clerk  if  you  work  during  the  evening,  no  matter  how  few  housing 
unite  you  expect  to  visit. 

You  may  be  accompanied  by  a  Records  Clerk  in  Stage  I  or  Stage  II.  In  Stage  I, 
you  will  be  transcribing  information  from  the  Stage  I  book  to  the  Stage  II 
books  at  home.  Since  the  Records  Clerk  will  not  accompany  you  into  your  home, 
he  will  ask  you  each  evening  to  keep  a  simple  record  which  shows  how  many 
housing  units  and  persons  you  transcribe.  You  will  return  this  form  to  the 
Records  Clerk  when  you  meet  him  the  next  day.  You  will  be  paid  for  an  additional 
three  hours  of  work  in  Stage  I  ($4.60)  to  compensate  for  any  delay  that  you 
may  experience  due  to  the  Special  Records  Program. 


Each  of  your  enumerators  having  one  of  the  above  assignments  will  be 
accompanied  by  one  Records  Clerk. 

You  must  recruit  the  Records  Clerks  needed  in  your  district  at  the  same 
time  as  the  enumerators.  Use  the  same  tests,  qualifications,  and  appointment 
forms  as  for  enumerators.  Issue  the  Records  Clerks  identification  cards 
and  swear  them  in.  They  will  have  to  report  for  training  on  March  29. 

Give  a  copy  of  F-411,  Information  for  Records  Clerks  Who  Accompany  Enumerators, 
to  each  person  you  interview  for  a  Records  Clerk  job.  This  form  contains  a 
description  of  what  his  job  will  be  if  he  is  hired. 


report  their  names  to  the  Records 

.  Records  Clerks 


He  will  notify  you  of  the  time  and  place 


When  you  have  hired  Records  Clerks 

Supervisor  at  this  number:  

will  report  to  him  for  training, 
of  such  training  when  you  call. 

Records  Clerks  are  not  to  receive  enumerator  training. 

Give  a  copy  of  form  F-412,  Memorandum  to  Enumerators,  to  each  enumerator 
who  will  be  accompanied  by  a  Records  Clerk.  Introduce  each  such  enumerator 
to  the  Records  Clerk  who  will  accompany  him.  Tell  the  enumerator  that  the 
Records  Clerk  is  not  there  to  "check  up  on  him". 

Enumerators  accompanied  by  Records  Clerks  will  be  paid  for  the  additional 
work  involved.  They  will  be  paid  for  three  hours  additional  work  at  the 
rate  of  $1.60  per  hour. 

Instruct  your  enumerators  to  claim  such  extra  payment  on  their  F-202, 
Enumerator's  Work  and  Expense  Record,  in  their  Listing  Books.  In  Part  B 
of  that  form  they  must  enter  a  "3"  on  the  first  line  in  the  hours  column. 
Directly  underneath  the  "3"  they  must  write: 

"Three  hours  work  on  Special  Records  Program." 

Authorize  payment  at  an  hourly  rate  by  making  the  necessary  entries  in 
Part  A  of  the  F-202.  When  you  compute  the  payroll  for  the  enumerator  on 
the  F-203,  include  payment  for  these  three  hours. 
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HOW  TO  USE  THTS  TRAINING  GUIDE 


TO  THE  RECORDS  SUPERVISOR: 


This  is  your  training  guide.   In  order  to  have  instructions  as  nearly -uniform 
as  possible  throughout  the  offices  in  the  Special  Records  Program  you  are  to 
follow  it  exactly.  At  times  you  will,  of  course,  answer  the  trainee's 
questions  by  drawing  on  your  own  knowledge  or  by  referring  to  specific  in- 
structions to  Records  Clerks;  even  so,  you  should  get  back  to  the  guide  as 
quickly  as  you  can.  Do  not  omit  anything. 

Before  the  Training. 

1.  Study  the  Guide.  This  guide  is  yours  to  use  and  to  keep.  Read  it  through 
carefully.  Put  in  any  notes,  underlining,  arrows,  etc.,  that  will  help 
you  read  with  proper  emphasis,  remind  you  of  gestures  you  wish  to  make, 
help  you  keep  your  place,  etc.  Fill  in  any  blanks,  such  as  those  requir- 
ing the  names  of  trainees,  so  that  you  can  read  without  hesitation. 

Points  covered--left  column.  These  key  words  give  you  an  outline  of  the 
discussion  material.  There  is  plenty  of  space  here  for  you  to  make  notes 
for  your  own  guidance. 

Discussion  material—right  column.  You  are  to  follow  this  side  exactly, 
reading  to  trainees,  asking  them  questions,  and  carrying  out  the  actions 
indicated  in  the  boxes. 

Symbols — "Q"  indicates  you  are  to  ask  a  question  of  a  trainee.   "A"  In- 
dicates the  approved  answer.  Read  the  answer  aloud  if  there  Is  any  doubt 
about  the  correctness  of  the  trainee's  answer. 


The  words  within  a  box  like  this  P 


J  are  not  to  be  read  aloud. 


They  indicate  some  action  that  you,  the  Instructor,  must  take. 

A  dash  line,  like  this  indicates  you  are  to  call  on  a  trainee  by 

name  to  answer  a  question,  to  read  from  instructions  or  a  form,  or  to 
help  conduct  a  practice  interview. 

Whenever  you  call  on  trainees  to  do  something,  such  as  find  a  paragraph 
or  an  item  on  a  form,  pause  long  enough  for  them  to  do  so.  Sometimes 
you  may  have  to  give  some  help  since  you  can't  always  wait  for  the 
slowest  one. 

2.  Practice.  Practice  reading  the  guide  aloud  as  you  will  in  the  classroom. 
Read  slowly  and  distinctly  so  everyone  can  hear  you.  Look  up  from  the 
page  as  much  as  you  can  and  still  read  smoothly  and  with  proper  emphasis. 
We  are  giving  you  the  words  of  instructions,  but  it  is  up  to  you  to  put 
life  and  expression  into  them — to  make  the  instruction  effective. 

3.  Name  Cards  and  Seating  Chart.  Print  name  cards  for  yourself  and  for  each 
trainee  in  letters  large  enough  for  you  to  see  from  the  front  of  the 
room.  Place  the  trainee's  name  cards  on  the  tables  where  you  want  them 
to  sit. 

k.     Have  Your  Training  Room  Ready.  Before  the  training  session  have  tables 
and  chairs  dusted  and  in  place,  ash  trays  clean,  lights  in  order, 
adequate  ventilation,  and  necessary  material  at  each  trainee's  place  and 
your  own. 

5.  Things  You  Will  Need.  Assemble  all  the  things  needed  for  the  training 
session.  See  the  list  at  the  end  of  this  section.  Be  sure  you  have 
everything  in  the  order  In  which  you  will  use  it. 

During  the  Training 

1.  The  Blackboard.  We  hope  all  training  rooms  will  be  equipped  with  black- 
boards. However,  in  case  some  of  you  may  not  be  able  to  secure  a 
blackboard,  we  have  made  its  use  optional. 

2.  Exercises.  As  trainees  do  the  exercises,  look  around  the  group  and  help 
anyone  who  seems  to  be  having  difficulty  getting  started.  Also  try  to 
observe  each  one's  work.  ThiB  may  give  you  some  idea  of  how  he  is 
going  to  perform  as  a  Records  Clerk. 

3.  Use  Your  Reference  Material.  Make  frequent  use  of  the  "Instructions  to 
Records  Clerks"  in  class  to  solve  problems  raised  by  the  trainees.   In 
this  way  you  will  demonstrate  to  them  that  they  can  solve  most  of  their 
future  problems  themselves.   If  you  develop  In  them  the  habit  of  using 
their  "Instructions",  their  work  and  yours  will  be  much  easier. 

k.     The  Trainees.  Do  what  you  can  to  create  a  pleasant  atmosphere  In  the 
training  room  and  to  put  the  group  at  ease.  Be  friendly,  courteous, 
and  Informal.  Call  trainees  by  name.  Encourage  them  to  ask  questions. 
Be  gracious  when  you  ask  them  to  read,  answer  a  question,  etc.  Guard 
against  calling  on  the  eager  one  too  often.  Try  to  draw  out  those  that 
seem  timid  or  slow  to  learn.  Try  to  give  all  members  of  the  group  an 
opportunity  to  participate. 


NOTE  TO  RECORDS  SUPERVISORS :  The  following  materials 
are  listed  in  the  order  in  which  you  will  Wse  them  during 
training.  A  copy  of  those  marked  with  an  asterisk  should 
be  at  each  trainee's  place  before  the  session"  begins.  ' 

1.  Name  Card* 

2.  Advance  Census  Report* 

3.  FOSDIC  Schedule  (PH-1  or  PH-2) 
h.   Household  Questionnaire 

5.  ID  Cards 

6.  Listing  Book 

7.  Exhibit  8* 

8.  Exhibit  7* 

9.  Instructions  for  Records  Clerks  (F-t»09)* 

10.  Blank  F-^01* 

11.  Blank  F-i402* 

12.  Envelopes 

13-  Payroll  Forms  11-30B 
Ik.  Payroll  Forms  10-209a 

We  believe  that  this  training  will  take  about  six  hours. 
Take  as  much  time  as  you  need  to  do  a  thorough  job  with- 
out either  rushing  or  lagging,,     Schedule  a  fifteen  min- 
ute rest  period  at  mid-morning  and  plan  to  break  at  noon 
time  for  an  hour's  lunch. 


Points  Covered 


1.  Welcome 


Discussion  Material 


Good  morning;  My  name  is 


Hold  up  your  name  card 


I  am  your  supervisor.  I  will  train  you,  check  your 
work,  and  help  you  with  our  problems.  As  I  call 
your  name,  please  hold  up  your  hand. 


Call  the  roll 


If  the  following  facilities  are  not 
immediately  obvious  to  trainees 
when  they  arrive,  mention  here  the 
location  of  the  nearest  — 

a.  Rest  rooms 

b.  Drinking  water 

c .  Restaurant  or  snack  bar 


2.  The  Census 


To  help  you  understand  the  work  of  the  Census  Bureau 
I  am  going  to  give  you  a  brief  description  of  the 
I960  Census. 

A  few  days  before  April  1,  the  Post  Office  will 
deliver  an  Advance  Census  Report,  or  ACR,  to  each 
housing  unit. 


Hold  up  an  Advance 
Census  Report 


You  have  probably  received  one  already.  Each  house- 
hold is  asked  to  complete  it  and  hold  it  for  the 
enumerator's  vlBit, 

In  the  areas  in  which  we  will  be  working,  the  Census 
will  be  taken  In  two  stages.  In  the  first  Btage, 
the  Ceneus  enumerator  will  go  throughout  his  enumer- 
ation district,  or  "ED",  and  collect  facts  about  all 
the  people  in  hiB  ED  and  their  living  quarters.  He 
will  record  facts  about  people  -  name,  age,  sex, 
race,  and  marital  status  -  on  printed  forms  which  are 
called  "Schedule"  or  "FOSDIC  Schedules". 


Hold  up  a  FOSDIC  Schedule 


Points  Covered 
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3.     Your  ID  Card 


Confidential 
nature 


The  enumerator  vill  ask  for  the  ACR  (Advance  Censuer 
Report)  at  every  housing  unit.  If  it  has  heen  filled 
out  correctly,  he  will  transfer  the  information  to 
the  "Schedule".  If  the  ACR  has  not  heen  filled  out, 
is  Incomplete  or  inaccurate,  the  enumerator  will  ask 
the  necessary  questions  and  record  the  answers  direct- 
ly on  the  Schedule. 

In  one  out  of  four  homes  the  enumerator  will  leave 
a  Sample  Booklet,  with  additional  questions,  for  the 
respondent  to  fill  out  and  mall  to  the  Census  District 
Office.  This  is  called  a  Household  Questionnaire. 


Hold  up  a  Household  Questionnaire 


All  of  these  facts  about  individuals  and  the  places 
where  they  live  will  he  added  together  to  show  the 
kinds  of  people  and  housing  conditions  in  each  com- 
munity and  state  and  for  the  whole  country. 

The  schedules  which  I  showed  you  are  photographed 
on  microfilm;  then,  they  are  put  on  magnetic  tape, 
which  is  fed  into  an  electronic  machine  called 
UNIVAC.  ThlB  machine  operates  at  fantastic  rates 
of  speed.  In  one  second  it  can  Bake  30,000  ad- 
ditions or  nearly  10,000  multiplications. 

All  the  Census  information  collected  must  be  kept 
confidential.  It  may  not  he  revealed  to  anyone 
unless  he  1b  a  sworn  Census  employee  and  needs  it 
for  official  purposes.  (PAUSE) 

You  should  all  have  received  an  official  identifica- 
tion card.  Is  there  anyone  who  does  not  have  an 
ID  card? 


Display  copy  of 
3D  card 


Obtain  ID  card;  for  any 
trainee  who  does  not 
have  one 


This  card  is  to  he  worn  in  plain  view  whenever  you 
accompany  an  enumerator  on  an  interview.  It  is 
evidence  of  your  authority  to  be  with  the  enumera- 
tor. The  fastener  on  the  plastic  case  attaches 
easily  to  your  clothing.  If  you  haven't  already 
signed  the  back  of  your  card  do  so  now. 


Show  trainees  where  card 
should  he  signed  on  the 
hack 


You  must  return  this  identification  to  me  at  the  end 
of  your  assignment.  If  you  should  lose  your  card, 
inform/ me  at  once.  You  can  reach  me  on 


Give  office  phone  no. 


during  office  hours  and  at  my  home  on 


Give  home  phone  np. 


any  other  time. 

In  your  oath  of  office  you  swear  to  uphold  the  confi- 
dential nature  of  Census  information.  You  must  never 
reveal  any  information  which  you  might  learn  while 
doing  your  Job  to  any  unauthorized  person.  This  re- 
striction applies  to  members  of  your  own  families. 


Review  of  Job 
Description 


You  were  all  given  a  sheet  of  paper  called  "Informa- 
tion for  Records  Clerks"  so  you  should  have  some  idea 
what  you  will  be  doing. 

Let's  review  the  Job  description: 

1.  You  will  be  paid  $1.60  per  hour  for  your  work 
and  for  the  training. 

2.  You  will  need  a  watch  in  good  working  condition 
which  can  easily  be  read  to  the  nearest  minute.  You 
should  have  a  telephone. 

3.  You  will  work  with  one  enumerator,  accompany- 
ing him  each  day  as  he  visits  households  in  his  ED. 
You  will  keep  a  detailed  record  of  the  enumerator's 
work.  You  are  needed  for  this  Job  because  the  records 
required  are  too  detailed  for  the  enumerator  to  keep 
and  still  do  his  .regular  Job  in  a  satisfactory  manner. 

h.   You  Will  have  to  work  the  same  hours  as  the 
enumerator  whom  you  are  to  accompany.  If  he  works 
daylight  hours,  you  will  work  daylight  hours.  If  ^e 
works  in  the  evening  you  will  have  to  accompany  him 
then.  Whether  he  works  six  hours  or  ten,  you  will  be 
expected  to  stick  with  him. 

Are  there  any  questions  about  the  Job  description? 


Answer  only  questions  about  the 
Job  description.  Defer  other 
questions . 


6.  Enumerator's  Job 


First 


Now  we  will  go  over  the  main  points  of  the  enumerator's 
Job. 

He  will  visit  every  place  in  his  ED  -  his  enumeration 
district  -  where  people  live  or  could  live,  and  list 
each  address  as  he  comes  to  it  in  a  Listing  Book. 


Hold  up  a  Listing  Book 


He  will  have  a  map  of  his  ED  which  he  will  follow. 

Second  -  At  each  address  he  will  pick  up  and  review  the  Ad- 
vance Census  Report  and  use  it  to  complete  the 
schedule . 

Remember,  this  is  an  Advance  Census  Report  or  ACR. 


Hold  up  an  Advance  Census  Report 


And,  this  is  a  FOSDIC  schedule. 


Hold  up  a  FOSDIC  schedule 


If  no  Advance  Census  Report  has  been  completed  or  if  it 
was  not  completed  properly,  the  enumerator  will  fill 
out  the  FOSDIC  schedule  by  asking  questions. 
Third  -  He  will  collect  some  facts  about  vacant  living  quar- 
ters. 
Fourth  -  In  one  out  of  every  four  homes  the  enumerator  will 

leave  an  additional  form  to  be  filled  out  and  mailed 
in  by  the  householder.  The  homes  at  vhich  he  leaves 
these  additional  forms  are  called  "sample"  households. 
This  is  the  additional  form  which  is  called  a  "house- 
hold questionnaire". 


Hold  up  a  household  questionnaire 


To  summarize  then,  the  enumerator's  Job  consists  of 
four  things  which  he  does  almost  at  one  time. 
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7.     Listing  Book 


8.  Exhibit  of  F-4-01 


1.  CANVASSING  -  Finding  every  place  in  his  enumera- 
tion district. 

2.  LISTING  -  Recording  address  or  location  of  every 
place,  in  order  as  he  finds  it. 

3.  ENUMERATING  -  Entering  Census  facts  on  FOSDIC 
schedules  about  every  place  and  the  people  living 
in  it,  in  order  ae  he  lists. 

k:   SAMPLING  -  Designating  housing  units  for  which 
household  questionnaires  are  to  be  left  and  leav- 
ing the  questionnaire . 

In  addition  to  private  living  quarters  called  housing 
units,  the  enumerator  may  have  "group  quarters"  to 
visit  in  hie  area.  Group  quarters  are  living  arrange- 
ments for.  groups  of  five  cr  more  persons  unrelated  to 
the  head  of  the  household  or  the  person  in  charge.   In 
group  quarters,  every  fourth  person  is  in  sample  and 
is  asked  to  complete  an  Individual  Questionnaire  con- 
taining sample  information. 

Before  ve  go  on,  I  would  like  to  have  you  look  at  some- 
thing in  the  Listing  Book  as  I  hold  it  up. 


Answer  Questions 


Hold  up  Listing  Book 


Note  that  there  is  a  page  number  in  the  upper  corner 
of  each  page  and  a  line  number  for  each  line  on  a  page. 
The  Listing  Book  page  and  line  number  will  be  used  in 
your  work  to  identify  housing  units. 

Now  that  we  know  something  about  the  enumerator ' s 
Job  and  materialss  let's  find  out  about  your  job. 
Turn  to  Exhibit  8.  You  have  a  copy  on  your  desk. 


Pause  while  trainees  find  exhibit 


This  is  the  kind  of  record  that  you  will  be  keeping 
of  your  enumerator's  activities.   It  may  look  a  little 
complex  at  first,  but  I  think  you  will  find  that  it 
is  not  as  difficult  as  it  appears. 

Let's  look  at  the  first  line  for  a  moment.  When  the 
enumerator  left  home,  her  mileage  reading  to  the 
nearest  mile  was  255  -  When  she  stopped  her  car  near 
the  first  housing  unit  that  she  planned  to  visit,,  the 
reading  was  26l.  This  memt  that  she  travelled  6 
miles. 

The  enumerator  listed  the  housing  unit  on  page  3  of 
her  Listing  Book  on  line  3*  Tile  was  her  first  visit 
to  this  housing  unit.  She  knocked  on  the  door  at 
9:05  and  it  opened  at  9:06. 

The  enumerator  asked  the  respondent  if  he  hsi  com- 
pleted  an  Advance  Census  Report,  The  respondent 
said  yes,  went  to  locate  it,  and  gave  it  to  The 
enumerator.  The  enumerator  J  -'una  it  to  be  ccraplete. 

ThiB  information  is  shown  in  jolumn  19- 


Pause  while  trainees  look 
at  column  19,  including 
footnotes 


Returning  to  column  9,  we  see  that  it  was  9:08  be- 
fore the  enumerator  was  given  the  Advance  Census  Re- 
port and  started  to  transcribe  the  information  to  her 
Stage  I  ED  Book  containing  the  FOSDIC  schedules.  The 
enumerator  finished  the  interview  at  9:20  and  left 
the  house  at  the  same  time. 

The  housing  unit  was  not  one  at  which  she  left  a 
Household  Questionnaire.  The  interview  was  completed, 
there  were  four  persons  in  the  housing  unit,  and  the 
unit  was  not  a  group  quarters.  Are  there  any  questions 
about  the  first  line? 


Let's  go  on  to  the  Becond  line,  then.  The  enumerator 
listed  ttils  housing-  unit  on  page  3,  line  9  of  her  List- 
ing Book.  It  was  the  first  time  she  visited  the  unit. 
She  knocked  on  the  door  at  9:21*-.  jt  opened  at  9:25. 
She  asked  for  an  Advance  Census  Report  and  found  that 
one  was  completed  (See  column  19  again),  but  it  was 
9:28  before  she  could  explain  her  purpose  and  get  the 
ACR. 

She  started  to  transcribe,  but  was  interrupted  when 
the  respondent  started  at  9:30  to  talk  to  her  about 
something  not  related  to  the  Census =  The  interruption 
ended  at  9:33  and  she  finished  transcribing  and  left 
the  house  at  9:38. 

The  housing  unit  was  not  one  at  whijh  she  left  a 
Household  Questionnaire.  The  interview  was  completed, 
there  were  5  persons  in  the  housing  unit,  and  the 
unit  was  not  a  group  quarters.  Are  there  any  questions 
about  the  second  line? 


Answer  Questions 


On  the  third  line^  notice  that  a  household  Question- 
naire was  left,  aB  indicated  by  s.  yes  in  column  18. 

If  you  look  at  line  6,  you  will  see  that  the  enumerator 
stopped  at  10:03  to  condu-t  some  personal  business  and 
resumed  at  10:~,2.  During  that  time  she  dtove  2  miles. 

Look  at  column  19  of  the  next  line.  This  was  a  case 
where  the  respondent  claimed  to  have  an  Advance  Report, 
went  to  look  for  it,  but  cr  -er  did  Icjate  it. 

On  the  following  line,,  we  see  that  t.be  enumerator 
knocked  on  the  door  at  10:40  and  left  at  10:4i  without 
the  door  opening.  Column  20  tells  us  that  no  one  was 
at  home. 

Something  similar  happened  at  the  next  place,,  except  that 
this  time  the  enumerator  discovered  right  away  that 
the  place  was  vacant. 

Dropping  to  the  last  line  of  the  exhibit,  we  see  that 
the  enumerator  stopped  work  at  12:55  to  have  her  work 
reviewed.  The  reverse  side  of  the  exhibit  shows  what 
happened  at  the  review  location. 

This  was  the  enumerator's  first  Field  Review,  and  it 
was  conducted  by  the  Field  Reviewer.  She  entered -the 
place  at  1:10  and  sat  down  with  the  Field  Reviewer 
at  1:14.  The  review  ended  at  2J23,  at  which  time  the 
enumerator  darkened  some  of  the  marks  in  her  ED  book. 

Because  she  passed  Field  Review,  the  enumerator  was 
to  be  instructed  by  the  Field  Reviewer  in  how  to  trans- 
cribe from  the  Stage  I  to  the  Stage  II  FOSDIC  Book. 
However,  this  instruction  didn't  get  underway  until 
3:08,  when  a  desk  became  available. 

The  transcription  ended  at  4:01  and  the  enumerator 
left  at  4:02.  Notice  that  all  time  is  accounted  for. 
Are  there  any  questions  about  this  exhibit? 


Answer  Questions 


The  form  that  we  have  Just  been  looking  at  is  form 
F-401,  Record  of  Enumerator  Activitiesi  Stage  I. 
We  have  just  examined  Section  V  of  that  form.  The 
remaining  sections  of  the  form  are  shown  in  Exhibit  J. 
You  have  a  copy  of  this  on  your  desk. 


Pause  while  trainees  locate  exhibit 
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Instructions  to 
Records  Clerks 


Section  I  contains  identification.  Section  II  de- 
scribes the  weather  and  ground  conditions. 

Section  III  is  a  summary  of  what  the  enumerator  ac- 
complished on  thiB  day.  Part  A  shows  how  many  housing 
units  and  group  quarters  were  liBted,  and  how  many 
housing  units  and  persons  were  completed.  It  is  a 
summary  of  the  information  in  Section  V  (Exhibit  8). 

Part  B  shows  how  many  housing  units  and  persons  were 
transcribed  from  Stage  I  to  Stage  II  Books .  This 
information  comes  from  a  form  which  we  will  look  at 
later.  But  the  counts  in  Part  B  include  the  units 
and  persons  completed  by  transcription  at  the  Field  Re- 
view location,  when  the  enumerator  was  first  instructed 
how  to  do  that  Job. 

Section  IV  is  a  summary  of  the  time  spent  and  miles 
driven  during  the  day  while  the  enumerator  was  away 
from  home. 

Now  that  we  have  seen  what  a  completed  form  F-401  looks 
like,  let's  take  a  careful  look  at  the  detailed  in- 
structions for  filling  out  this  form.  Turn  to  form 
F-l+09,  your  instructions. 


Hold  up  a  copy  of  F-^09 


Also,  keep  a  blank  copy  of  forms  F-^01  and  F-*K)2  at 
hand. 

,  would  you  please  read  Section  2.1 


on  the  first  page  to  the  class? 


Pause  while  the  section 
is  read 


,  please  read  Section  2.2. 


Pause  for  reading 


As  we  discuss  each  of  the  Sections  shown  in  this  list, 
you  will  see  why  this  particular  order  is  necessary. 

Please  Read  Section  2.3  of  the  instructions  to  your 
selves . 


Pause 


Your  District  Office  city  is 
the  four  digit  code  is  


and 


Section  IV,  Item  B,  is  the  next  Item  on  the  F-401 

that  you  complete,  because  you  must  record  the  time  when 

the  enumerator  leaves  home. 

Then  you  will  complete  Section  V  of  the  form.  Detailed 
instructions  for  this  section  start  on  page  2  of  your 
instructions.  I  would  like  to  have  you  read  to  your- 
selves the  instructions  for  the  first  twelve  columns 
on  the  form.  Since  you  are  already  somewhat  familiar 
with  the  form  from  the  exhibits,  I  don't  think  you  will 
have  any  trouble  with  these  instructions. 


Pause  for  reading.  Give  most  of 
the  class  time  to  read  all  12. 


Hotice  the  difference  between  columns  3  and  h.     Col- 
umn 3  1b  reserved  for  mileage  driven  while  the  enumer- 
ator travels  from  one  housing  unit  to  the  next  during 
the  course  of  enumeration.  Enter  all  other  miles 
in  column  U,  including  mi^es  driven  to  get  to  and  from 
the  Job. 


In  column  6,  if  you  have  lost  track  of  the  number  of 
visits  previously  made  to  a  housing  unit,  you  should 
ask  the  enumerator  to  look  it  up  in  the  callback  col- 
umns of  his  Listing  Book. 

Note  that  the  time  when  the  interview  began  (in  column 
9)  is  the  time  when  the  first  question  about  Information 
needed  to  complete  the  enumeration  is  asked.  You  do 
not  enter  this  time  until  the  enumerator  has  gone  through 
the  process  of  introducing  himself,  discussing  the  ACR, 
and  getting  seated  in  preparation  for  the  interview. 

Interruptions  of  the  enumeration  may  be  frequent  in 
some  housing  units.  That  is  why  we  have  said  that 
you  should  use  an  additional  line  on  the  form  for  each 
interruption  and  then  continue  your  entries  on  the 
last  line  you  used. 

Now,  I  woutjld  like  to  have  you  read  to  yourselves  the 
instructions  for  columns  13  through  22,  after  which  I 
will  ask  you  some  questions . 


Allow  time  for  reading 


Q.  If  you  enter  an  F  in  column  15,  what  is  the  pro- 
per procedure, ? 

A.  Turn  the  page  over  and  make  appropriate  entries 
on  the  reverse  side . 

Q.  What  does  a  code  of  N  in  column  19  mean, ? 


A.  The  respondent  says  he  did  not  receive  an  Advance 
Census  Report  or  he  received  one  but  made  no  entries 
on  it. 

Q.  What  code  would  you  enter  in  column  20  if  the 

respondent  r-nawered  a  few  questions,  and  then  said 
that  the  enumerator  would  have  to  return  to  talk 
to  her  husband, ? 

A.  Code  J» 

On  the  reverse  side  of  the  form,  there  is  a  large 
notes  section  which  you  should  use  to  explain  any  un- 
usual situation  you  encounter  while  completing  columns 
1  through  22.  Always  identify  the  housing  unit  to 
which  the  note  applies  by  recording  the  Listing  Book 
page  and  line  number. 

Now  read  to  yourselves  the  instructions  for  columns 
23  through  37. 


Allow  time  to  read 


The  next  item  on  the  form  to  be  completed  is  item 
A  of  Section  IV,  which  shows  the  time  the  enumerator 
arrived  at  home. 

After  that  you  complete  Section  II,  conditions. 

Then  you  complete  item  A  of  Section  III,  which  Is  a 

summary  of  the  unitB  completed  by  personal  visit. 

The  sources  of  this  information  are  shown  on  the  form. 

,  would  you 


Next  you  complete  Section  IV.  _______ 

please  read  to  the  class  section  2.9  of  your  instruct- 
ions, on  page  7? 


Are  there  any  questions  about  this  section? 
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10.     Form  T-k02 


Practice 
Exercise 


Finally  j  you  complete  item  B  of  Section  III.  The 
source  of  this  information  is  the  Enumerator's  Home 
Activity  Record,  which  we  haven't  looked  at  yet.  You 
have  a  blank  copy  of  this  form,  the  FA02,  on  your 
desk.  Let's  look  at  it  now. 


Pause 


The  reverse  side  of  the  form  shows  how  the  enumeratoi 
is  to  complete  this  form,  showing  how  many  housing 
units  and  persons  he  transcribed  from  Stage  I  to  Stage 
II  Books. 


Pause  to  let  trainees  examine  the  form. 


Turn  to  page  8  of  your  instructions.  _________ 

will  you  read  the  first  paragraph  of  Section  3-0? 


Wait  for  reading.  Then  illustrate 
the  tally  system  on  the  blackboard 


,  please  read  the  remainder  of 


Section  3.0. 


Wait  for  reading 


Are  there  any  questions  about  this  form? 


Answer  Questions 


Please  read  Section  ^.0  of  the  instructions  to  your- 
selves . 


Wait  for  reading 


Are  there  any  questions  about  mailing  your  forms? 


Answer  Questions 


The  rules  given  in  section  5-0  of  the  instructions  are 
rather  important.  They  add  up  to  the  fact  that  you 
are  working  at  the  convenience  of  the  enumerator,  who 
has  the  more  difficult  job.  I  would  like  to  read  them 

to  you  myself. 


Read  items  a  through  1  in 
Section  5.0  of  the  in- 
structions on  page  9 


Are  there  any  questions? 


I  am  going  to  give  you  an  opportunity,  now,  to 
practice  what  you  have  learned  about  your  Job.  We 
will  conduct  a  short  practice  exerciBe.  I  will  play 
the  role  of  an  enumerator  and  will  tell  you  what  is 
happening  as  I  go  along.  You  will  make  entries  on 
your  blank  F-i*01  and  F-^02  to  show  what  is  happening. 


Read  the  following  exercise 
slowly.  Give  trainees  at. 
opportunity  to  record  each 
activity  before  you  go  on 
to  the  next . 


I  am  Jane  Brown,  the  Enumerator. 

You  are  the  Records  Clerk  who  will  be  accompany- 
ing me  on  the  Enumeration  visits  1  will  make. 

The  date  ia  April  U,  i960. 

I  am  assigned  to  work  in  ED  8-11N  and  8-11P. 


12.  Practice 
Interviews 


\ 
I  enter  my  car  at  8:50  AM. 

The  car  mileage  reading  is  15,672.6. 

I  drive  to  my  assigned  ED  and  park  my  car  - 
my  mileage  reading  is  now  15/675.9- 

The  first  housing  unit  I  will  visit  today  I 
listed  on  line  3  of  page  k   of  my  Listing  Book. 

At  8:59  AM  I  knock  on  the  door  for  my  1st  visit 
to  the  Anderson  residence. 

Mrs.  Anderson  opens  the  door  at  9:00  AM. 

I  introduce  and  identify  myself;  I  enter  the  house, 
I  am  Beated  and  arrange  my  papers. 

Mrs.  Anderson  brings  me  her  partially  completed 
"ACR"  and  at  9:03  AM  I  ask  Mrs.  Anderson  the  first 
enumeration  question  and  make  entry  to  my  schedule. 

Mrs.  Anderson's  telephone  rings  at  9:0^  AM  and 
she  excuses  herself  to  answer  It. 

At  9:06  AM  Mrs.  Anderson  hangs  up  the  telephone 
receiver  and  I  ask  her  another  question. 

At  9:07  I  complete  my  transcriptions  for  the 
three  residents  of  the  Anderson  household;  I  check 
my  sample  key  and  determine  that  this  Is  not  a  sample 
houBing  unit.  I  thank  Mrs.  Anderson  and  at  9:08 
step  outside. 

I  walk  to  the  next  housing  unit  and  at  9:09  I 
knock  on  the  door  for  my  first  visit  here. 

No  one  answers  my  knock  so  I  leave.  It  is 
9:10  when  I  step  off  the  porch. 

I  decide  to  stop  enumerating  at  9:11  and  return 
home. 

My  mileage  reading  Is  15,679.2  when  I  park  my 
car  in  front  of  my  home  at  9:22  AM. 

It  Is  a  nice  day.  The  atmosphere  is  clear  and 
the  ground  dry. 

I  Just  dldnt  feel  like  working  at  home.  So  I 
posted  the  day's  date  to  Column  1  and  wrote  none  across 
both  columns  2  and  3  of  my  home  activity  report  form 
F-^02  and  called  it  a  day. 

Complete  the  form  as  though  you  were  mailing  it 
to  me,  your  supervisor. 


Give  trainees  a  chance  to  finish 
the  summary  page  of  the  F-Uoi. 
Then  use  your  :,Key  to  Exercise 
3:  to  see  if  trainees  '/ompleted 
the  exercise  correctly.  Ask 
members  of  tne  cl^s  to  read 
you  the  answers  they  have,  which 
you  compare  with  the  key. 


Now  you  are  going  to  get  some  practice  in  timing 
actual  interviews,  using  your  own  watch.  I  am  going 
to  interview  some  of  you,  just  as  the  Census  enumer- 
ator will  interview  you  in  your  own  home.  As  I  do 
so  I  will  want  you  to  complete  a  line  of  the  Section 
V  sheet  of  F-^01.  The  person  being  interviewed  will 
not  try  to  complete  the  F-A01,  of  course.  In  order 
to  make  this  a  little  more  realistic,  I  am  going  to 
ask  about  half  of  you  to  fill  out  an  ACR  for  your 
own  family.  Since  this  will  not  be  a  private  inter- 
view, you  need  not  give  the  correct  answers. 


Designate  about 

half 

the 

class 

to  fill 

out  the 

ACR 

that 

they 

have  on 

their  desks . 

Wait  for 

them  to 

do  so. 
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Those  of  you  who  have  filled  out  an  ACR  should  pro- 
duce it  vhen  I  knock  on  your  door.  The  rest  of  you 
can  admit  to  not  filling  one  out  or  claim  that  you 
never  received  one. 


I  will  now  give  you  the  official  pay  periods  for 
March,  April  and  May.  Please  copy  these  so  that 
you  can  refer  to  this  list  whenever  you  are  com- 
pleting a  payroll  form. 


13 .  Supplies 


Ik.   Payrolling 


Go  from  desk  to  desk  conducting  interviews,  just 
as  an  enumerator  would.  Knock  on  the  trainee's 
desk,  wait  for  him  to  say  hello,  then  introduce 
yourself,  and  ask  about  the  ACR.  If  he  produces 
one,  transcribe  it  to  a  PH-1  or  a  PH-2.  If 
not,  interview  his  family  directly  on  a  PH-1  or 
PH-2. 

Occasionally,  knock  on  a  desk  at  which  no  one  is 
sitting,  and  go  away  when  no  one  answers  the  door. 

At  every  fourth  desk,  leave  a  Household  Questionr 
nalre. 

Make  the  trainees  ask  you  what  the  Listing  Book 
page  and  line  number  is,  the  number  of  persons, 
and  any  other  information  they  need  to  complete 
a  line  on  Section  V  of  the  F-401. 

Since  you  have  not  had  enumerator  training,  and 
since  you  will  not  be  reading  from  this  Guide 
as  you  conduct  these  interviews,  this  may  he 
the  most  difficult  part  of  the  training  for  you. 
However,  it  will  he  the  most  valuable  part  of 
the  training  for  the  Records  Clerks. 

There  are  instructions  at  the  top  of  PH-1  and 
PH-2  which  tell  you  how  an  interview  should  he 
conducted.  Practice  a  few  Interviews  before  you 
train  so  that  you  can  enumerate  fairly  smoothly 
in  class „ 

After  each  interview,  ask  a  trainee  to  read  his 
entries  and  see  if  everyone  agrees . 


Read  slowly  so  that  the  trainees 
may  copy  easily. 


You  have  now  learned  how  to  do  your  Job.  If  you 
run  into  any  problems  which  need  my  attention,  be 
sure  to  call  me. 

There  is  one  important  subject  that  we  haven't  con- 
sidered yet,  and  that  is  how  you  are  to  be  paid. 
Before  we  discuss  that  Bubject,  however,  I  want  to 
be  Dure  that  you  each  know  the  name,  address,  and 
telephone  number  of  the  enumerator  you  will  accom- 
pany. 


Give  trainees  this  information 
if  they  do  not  already  have  it. 


I  also  want  to  be  sure  that  you  all  have  the  materials 
you  will  need  to  do  the  job. 


Distribute  bulk  supplies  of  F-^Ol's,  F-U02, 
envelopes,  and  payroll  forms  11-30B  and 
10-209a 


Hand  out  exhibits  Ik   and  15 
to  each  trainee 


You  will  be  responsible  for  keeping  your  pay  and  expense 
records.  These  records  must  be  properly  filled  out 
and  promptly  submitted  to  me  or  your  checks  may  be 
delayed. 

One  set  of  records  must  be  completed  for  each  pay 
period.  A  pay  period  is  two  weeks  long  -  beginning 
on  a  Sunday  and  ending  on  the  Saturday  of  the  fol- 
lowing week. 


March  6  to  March  19 
March  20  to  April  2 
April  3  to  April  l6 
April  17  to  April  30 
May  1  to  May  ill- 
May  15  to  May  28 
Do  you  have  all  those  pay  periods? 
You  will  receive  one  pay  check  for  each  pay  period 
in  which  you  worked.  You  will  receive  each  check 
about  tvo  weeks  after  the  end  of  the  pay  period  which 
it  covers. 

These  pay  checks  will  include  two  typeB  of  payment: 
Payment  of  salary  for  the  hours  you  have  worked. 
You  will  be  paid  at  the  rate  of  $1.60  an  hour. 

Repayment  or  "reimbursement"  for  certain  expenses 
you  have  had  while  you  were  working. 

The  entries  on  the  payroll  forms  you  submit  each  pay 
period  will  determine  the  amount  of  your  check  for 
that  period. 

You  will  record  the  expenses  you  claim  for  reimburs- 
ment  on  form  11-30B.  Please  turn  to  this  form,  which 
is  exhibit  lU. 


Allow  time  for  the  trainees 
to  locate  this  form 


You  will  notice  that  there  are  already  entries  on  it. 
All  entries  on  this  form  must  be  made  in  ball  paint  or 
indelible  pencil.  We'll  go  over  this  fona  iton  by  iter. 

Item  1.  Enter  your  name  as  It  appears  on  your  Notice 
of  Appointment  -  last  name  first,  given  name  and 
middle  initial. 

Item  2.  Enter  your  mailing  address  on  the  first 
form  11-30B  you  submit.  Thereafter,  leave  this  box 
blank  unless  you  change  your  address . 

Item  3»  Enter  your  employee  number  if  you  have  been 
given  one.  Otherwise  leave  this  item  blank. 

Item  k.  Enter  the  beginning  and  ending  dates  of  the 
official  pay  period  in  which  you  are  currently  work- 
ing. 

Item  5.  The  entry  in  this  box  will  always  be  11-8. 

Item  6.  Enter  in  this  box  the  location  of  the 
District  Office  to  which  you  are  assigned. 

Item  7.  Enter  in  this  box  the  four -digit  code  num- 
ber which  identifies  your  District  Office.  This 
number  is 


Let's  look  at  Section  I,  Official  Automobile  Mileage 
Traveled.  Automobile  mileage,  when  authorized,  is 
allowed  from  the  time  you  leave  your  home  until  you 
return  to  your  home.  You  will  be  reimbursed  at  the 
rate  of  7^  a  mile.  You  are  not  allowed  to  claim, 
however,  any  payment  for  mileage  driven  by  you  on 
personal  business.  To  claim  authorized  official 
mileage,  complete  Section  I  as  follows: 

"Date  of  Travel"  column  -  Enter  the  date  on  which 
travel  is  performed. 
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"Date  From"  column  -  Enter  in  this  column  the  place 
from  which  you  start  your  travel  each  day.     In 
practically  all  Instances  this  entry  will  he  "Home". 

"Date  to"  column  -  Enter  In  this  column  the  desti- 
nation of  travel  -  the  place  traveled  to.     Most  of 
the  time  the  entry  will  he  "In  and  around  (city)  or 
(county)  and  return  home".     If  you  travel  to  a 
definite  place,   enter  the  name  and  location  of  that 
place. 

"Meter  Readings"  columns  -  It  is  very  important  that 
you  enter  in  these  columns  the  mileage  readings  at 
the  beginning  and  end  of  day's  official  travel.     Unless 
you  show  these  mileage  readings,  your  claim  for 
mileage  won't  be  paid. 

"Miles  Claimed"  column  -  Enter  in  thla  column  the 
number  of  miles  for  which  you  claim  payment.     This 
figure  is  computed  by  subtracting  beginning  mileage 
readings  from  ending  readings. 

If,  during  the  course  of  the  day's  driving  any  of  the 
mileage  driven  was  for  personal  reasons,  you  should 
claim  only  that  part  of  the  mileage  which  was  on 
official  business.     In  that  case  enter  in  the  f'Miles 
Claimed" -cblumn  only  the  mileage  spent  on  official 
business. 

At  the  end  of  the  pay  period,  add  all  of  the  entries 
in  the  "Miles  Claimed"  column  and  enter  the  total  In 
the  "Total  Miles  Claimed"  line  in  that  column. 

Multiply  the  total  miles  by  7^  and  enter  the  amount 
of  the  claim  in  the  "Amount  claimed  at  7^  per  mile" 
line.     Leave  blank  the  remaining  columns   -  "Miles 
by  project  and  operation." 

There  is  very  little  possibility  that  any  of  you  will 
have  to  make  entries  in  Sections  II  and  III.     If  you 
are  authorized  to  do  so,   I  will  advise  you  then  on 
how  to  complete  these  sections. 

In  Section  IV  record  the  telephone  call  expenses  you 
are  claiming.     Calls  made  only  on  official  business 
must  be  properly  recorded  as  follows: 

In  Part  A  of  Section  IV  record  long  distance  tall 
calls.     At  the  time  you  are  placing  the  call,   arrange 
with  the  operator  to  furnish  you  with  the  information 
to  be  recorded  in  this  section. 

Record  in  the  first  column  the  date  you  made  the  call. 

Record  in  the  second  column,   the  person  or  place  you 
called.     It  may  be  the  enumerator  you  are  observing, 
your  Records  Supervisor  in  the  District  Office,   and 
so  forth.     In  our  exhibit  it  is  the  Crew  Leader  being 
observed.     He  is  identified  by  name  and  the  "C.L." 
after  his  name. 

In  the  third  column  record  the  place  from  which  you 
called.      In  many  cases  it  will  be  your  home,  but  per- 
haps not  always. 


In  the  fourth  column  record  the  place  to  which  the 
call  was  made.  Usually  it  can  be  recorded  by  town 
and  state  as  was  "Brooks,  Oregon"  in  our  exhibit. 

In  the  fifth  column  record  the  number  of  minutes  the 
call  took.  This  information  will  be  supplied  to  you 
by  the  operator. 

Record  the  cost  of  the  call  in  the  sixth  column. 
If  you  are  calling  from  your  home,  the  operator  can 
supply  you  with  this  information. 

At  the  end  of  the  pay  period  add  the  costs  of  all 
long  distance  calls  made  and  enter  the  total  in  the 
"cost"  column  on  the  "Total"   line. 

If  you  make  a  call  that  costs  $3.00  or  more,  you  must 
request  a  receipt  from  the  telephone  company  for  that 
call  and  attach  it  to  this  form. 

Do  not  make  any  entries  in  the  remaining  columns  in 
Part  A. 

Use  Part  B  of  this  section  to  report  local  calls  made 
on  official  business  each  day  for  which  you  paid  cash. 
Eater  by  date  the  number  of  cash  calls  made  each  day, 
the  cost  per  call,  and  the  total  amount  you  paid.  At 
the  end  of  the  pay  period  add  the  costs  and  enter  the 
total  on  the  "Total"  line  of  the  "Total  Cost"  column. 
Do  not  make  any  entries  in  the  "From  Home"  column 
and  the  "Cost  by  project  and  operation"  columns. 

In  Section  V,  Other  Reimbursable  Items,  you  are  al- 
lowed to  claim  the  costs  of  toll  bridges,   toll  roads 

and  car  ferries  when  you  must  use  them  in  the  con- 
duct of  your  official  duties.     Enter  each  date  on  which 
you  have  such  an  expense,  a  description  of  the  expense 
for  which  reimbursement  Is  claimed,  and  the  cost  of 
each  expense  item.     At  the  end  of  the  pay  period, 
enter  the  total  of  all  these  costs  on  the  **Total" 
line. 

Before  mailing  me  this  form  at  the  end  of  the  pay 
period,   sign  your  name  In  Section  VI  and  date  it. 
This  certifies  that  the  reimbursements  claimed  by  you 
are  correct.     UNLESS  YOU  HAVE  SIGHED  THIS  FORM,   IT 
MUST  BE  RETURNED  TO  YOU  FOR  SIGNATURE  BEFORE  PAYMENT 
CAN  BE  MADE. 

Now  please  look  at  form  10-209a  in  exhibit  15. 


Pause  while  trainees  locate  form 


The  10-209a  is  the  official  form  that  will  be  used 
to  determine  how  large  your  paycheck  will  be.     This 
form  mist  be  properly  filled  according  to  the  follow- 
ing Instructions  or  payment  to  you  will  be  delayed. 
All  entries  on  this  form  must  be  made  with  ball -point 
pen. 


Ite 


Enter  your  name  as  it  appears  en  your  notice 


of  appointment  -  last  name,  first  none,  and  middle 
initial. 
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Item  2.  Enter  your  Social  Security  Number.  If  you 
do  not  have  one,  I  will  give  you  an  application  to 
get  one. 

Item  3-  Enter  the  city  where  your  District  Office 
is  located. 

Item  k.     Enter  the  four -digit  code  number  which 
identifies  your  District  Office. 

Item  5*  Enter  your  mailing  address  on  the  first 
form  which  you  submit.  Thereafter  make  no  entry  in 
this  box  unless  you  change  your  address. 

Item  6.  Enter  your  employee  number  if  you  have  "been 
given  one.  Otherwise,  leave  this  item  bjiank. 

Item  7.  Enter  your  salary  rate,  $1.60,  in  this  box. 
Since  you  are  heing  paid  at  an  hourly  rate,  you  would 
aleo  check  the  box  "Hourly" 

Item  8.   Enter  the  dates  which  begin  and  end  the 
pay  period.  These  are  the  official  pay  period  dates 
given  to  you  before. 

Item  9«  The  entry  in  this  "box  will  always  be  "11-8". 

Item  10,  It  is  very  important  that  you  enter  the 
date  and  your  signature  in  this  hox,  certifying  that 
all  your  claims  are  correct  and  proper.  Without 
this  certification  the  form  must  be  returned  to  you 
for  signature,  causing  a  delay  in  your  check. 
Item  11.  DO  HOT  WHITE  IK  THIS  BOX.  I  will  sign  this 
item. after  I  review  the  form  to  see  that  it  is  correct 
and  that  your  claims  are  reasonable. 

In  the  very  first  column  of  the  form,  enter  after  the 
words  "Project  code"  the  number  5273-  This  Is  the 
code  which  identifies  the  Job  you  are  doing.  Immediat- 
ely below,  and  opposite  the  words  "Operation  code", 
enter  the  number  30. 

In  Section  I,  Distribution  of  Hours  by  Project  and 
Operations,  the  days  in  the  extreme  left  column  are 


the  days  that  make  up  each  two -week  pay  period.  Day 
by  day  during  the  pay  period  enter  in  the  first  blank 
column  and  directly  below  the  project  and  operation 
codes  the  total  number  of  hours  that  you  have  worked 
that  day.  If  you  don't  work  one  day,  leave  that  line 
blank.  At  the  end  of  the  pay  period,  add  all  of  the 
hours  you  worked  and  enter  the  total  number  of  hours 
in  the  "Total"  line.  These  are  the  hours  for  which 
you  will  be  paid. 

Pay  for  hours  worked  is  subject  to  Federal  Income 
Tax  withholding  and  deductions  for  Social  Security. 
It  Is  also  subject  to  State  Income  Tax  Withholding 
if  you  live  in  a  state  where  such  a  tax  exists. 

In  Section  II,  Reimbursement  of  Mileage,  Telephone 
Expenses,  etc.,  enter  on  the  first  line  right  under 
the  word  "mileage"  the  miles  claimed  for  the  pay 
period  In  Section  I  of  the  form  11-30B.  In  the  first 
blank  column  enter  the  amount  claimed  for  mileage. 
This  amount  Is  also  taken  from  Section  I  of  the 
11-30B. 

Enter  on  the  second  line,  "Telephone  Expense",  the 
total  telephone  costs  as  shown  in  Parts  A  and  B, 
Section  IV  of  form  11-30B. 

If  you  have  entries  in  Section  II  of  the  form  11-30B, 
you  should  make  the  same  entry  on  the  "Per  Diem" 
line  of  this  form. 

Enter  on  the  fourth  line,  identified  as  "Carfares, 
etc.",  the  total  amount  claimed  in  Section  V  of 
form  11-30B. 

Remember,  unless  your  signature  appears  in  heading 
box  10,  the  form  will  be  returned  to  you  for  sig- 
nature and  payment  will  be  delayed. 

Both  forms,  11-30B  and  10-2O9a,  must  be  completed  and 
signed  on  the  last  day  of  each  pay  period  and  mailed 
to  me. 
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FORM  60-1 1-450 
(«-l?-60) 


U.S.  DEPARTMENT  OF  COMMERCE 
BUREAU  OF  THE  CENSUS 


SUMMARY  OF  COMPLETION  STATUS-COOES  -  FORM  F-Jf0 1 ,  SPECIAL  RECORDS  PROGRAM 
I960  CENSUS  OF  POPULATION  AND  HOUSING 


DISTRICT  OFFICE 


ENUMERATOR 


RECORDS  CLERK 


LISTI NG 

BOOK 
PAGE  NO, 


LINE  NO, 


COLUMN  20  CODE 
BY  VISIT  NUMBER 


1ST   2ND   3RD   >»TH 


REJECT 
(X) 


LISTING 

BOOK 
PAGE  NO. 


LINE  NO, 


COLUMN  20  CODE 
BY  VISIT  NUMBER 


1ST 


2nd 


3rd 


Hth 


REJECT 
(X) 


LISTING 

BOOK 
PAGE  NO. 


COLUMN  10  CODE 
BY  VISIT  WUM8ER 


1ST 


2ND 


3rd 


Uth 


REJECT 
(X) 


23 


23 


2d 


?.\ 


:;?ii 


2V 


25 


<?3 


25 


FORM  60-||-Lp3 
(2-2-611 


U.S.  DEPARTMENT  OF  COMMERCE        District  office 
BUREAU   OF   THE   CENSUS 


|  F-453 1       DAILY  SUMMARY  CODES  FOR  STAGE  I  ENUMERATION 

SPECIAL  RECORDS    PROGRAM 

1940  CENSUS  OF  POPULATION  AND    HOUSING 
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1960  CENSUSES  OF  POPULATION  AND  HOUSING 
Appendix  B,  Stage  I  Enumeration-Continued 


HO.'/       TO       EDIT       FOftliS       F-401 


The  purpose  of  editing  is  to  correct  errors  on  the  F-401  and  to  supply 
omissions.  As  the  F-4011 s  stand  now,  time  records  for  some  housing  units 
have  been  omitted  entirely,  some  units  have  been  shown  as  completed  more 
than  once,  some  are  never  shown  as  completed,  some  unite  listed  as 
completed  are  really  vacant,  and  some  shown  as  housing  units  are  not 
housing  units  at  all. 

Two  sources  will  help  to  solve  the  problems.  The  first  is  the  Listing 
Book,  which  should  provide  accurate  information  about  number  of  persons 
in  the  housing  unit,  callbacks,  sample  status,  vacancy  status,  and  method 
of  completion.  The  second  is  form  F-450,  which  summarizes  what  happened 
to  each  housing  unit  on  successive  visits,  according  to  the  F-401. 

Detailed  instructions  follow.  They  are  to  be  done  in  the  order  presented. 

A.  Search  column  6  of  the  Listing  Book  for  lines  marked  "Vacant"  or 
"No  housing  units."  Each  time  you  find  one,  check  form  F-450  to  see 
that  the  F-401  agrees  that  the  unit  is  either  vacant  or  does  not 
exist.  If  not,  make  the  correction  in  green  on  the  F-450  and  F-401. 
Once  you  establish  that  a  unit  is  vacant,  make  the  last  visit  V  and 
all  others  N.  When  the  F-401  shows  a  unit  that  does  not  exist,  delete 
from  the  F-401  and  F-450  by  drawing  a  single  green  line  through  the 
entire  line. 

B.  Search  the  F-450  for  lines  on  which  no  visit  was  made.  Check  the 
Listing  Book  to  see  if  there  really  was  a  housing  unit  for  that  line. 
If  so,  enter  a  red  X  in  the  reject  column  of  F-450. 

C.  Examine  each  line  of  the  F-450  to  verify  that  a  red  X  has  been  entered 
in  the  reject  column  when  something  is  wrong  with  the  housing  unit. 
Something  is  wrong  when  the  housing  unit  was  never  completed  at  all, 
when  it  was  completed  more  than  once,  when  there  are  missing  visits, 
when  there  are  double  visits,  or  when  codes  are  in  unusual  order. 
Examples  of  the  last  are:  V,N    C,N    N,N,C,N      Etc. 

D.  Solve  the  problems  marked  with  a  red  X  on  the  F-450.  Make  changes  on 
the  F-401  and  F-450  with  a  green  pencil.  As  each  case  is  solved, 
draw  a  single  green  line  through  the  red  X.  The  most  common  types  of 
problem,  together  with  their  solutions,  are  listed  in  the  table  which 
follows.  Use  your  ingenuity  to  solve  other  problems  as  long  as  theix 
solution  is  reasonable  and  consistent  with  the  Listing  Book. 


rroblem 

1.     Tnere  is  a  circle  on  the 
F-450,   indicating  that  the 
rfecords  Clerk  entered  no 
coi.ipletion  code. 


.{hat  to  do 

Look  at  the  surrounding  codes  on  the  F-450 
to  determine  what  this  code  should  be. 
See  whether  anyone  answered  the  door  accord- 
ing to  the  F-401.  If  not,  use  code  N.   See 
if  the  F-401  shows  number  of  persons,  indi- 
cating a  completion.  Consult  the-  callback 
and  completion  columns  of  the  Listing  Book, 
if  necessary. 


^rcolei.. 


7.  One  unit  is  reported  com- 
pleted twice  on  the  F-401 
and  another  (frequently 
the  next  one)  not  at  all. 


8.  Visits  are  missing  for  a 
unit.  That  is,  you  may 
find  first  and  third 
visits,  but  no  second. 


9.  An  N  visit  follows  a 

completion. 


9A.  A  CP  action  is  followed 
by  another  visit. 


10.  Records  Clerk  circled  two 
completion  codes  for  a 
visit. 


11.  A  visit  is  repeated.  For 
example,  second  visit  ie 
N,  then  another  second 
visit  is  C. 


12.  A  unit  appears  in  the 
Listing  Book  but  not  in 
the  F-401.   (A  red  X  on 
the  F-450  without  any 
other  entries. ) 


./hat  to  do 


Change  tne  line  nuuber  30  that  both  units 
are  reported  as  completed  once.  Be  guided 
by  the  nunber  of  persons  shown  for  each 
completion. 


If  the  callback  record  in  the  Listing  Book 
shows  such  a  visit,  create  one  on  that 
day,  providing  that  there  are  several 
units  with  missing  callbacks  on  that  day. 
Create  visits  for  all  such  units  on  that 
day  before  continuing  with  the  next  prob- 
lem. If  only  one  or  two  housing  units 
show  a  visit  on  a  particular  day,  do  not 
create  visits  on  that  day,  but  on  a  nearby 
day. 


See  if  a  nearby  unit  lacks  an  N  for  that 
visit.  If  so,  change  the  line  number. 
Otherwise,  change  the  C  or  P  to  N  and  the 
N  to  C. 


Change  the  CP  action  to  N  on  both  the  F-401 
and  F-450  and  also  delete  the  number  of  persons 
for  the  CP  action  on  the  F-401.  If  the 
subsequent  action  is  a  C  or  P,  make  no 
further  change.  If  the  subsequent  action 
is  an  N  visit,  change  the  N  to  CP  on  both 
the  F-401  and  F-450  and  insert  the  number 
of  persons  on  the  F-401  on  the  new  CP  line. 


Make  C,  CP  into  CP.  Make  C,  P  into  P. 
All  other  changes  should  be  obvious. 


If  the  codes  are  in  logical  order,  change  the 
visit  number  of  the  last  visit.  Other- 
wise, follow  the  rules  of  problem  9. 


Create  visits  using  the  information  in 
the  Listing  Book. 


Later  visits  are  shown  on 
the  F-401,  but  no  first 
visit. 


/isits  for  the  first  few 
housing  units  in  the  iA 
tor  for  some  other  (proup 
of  housing  units  J  are  not 
shown  on  the  F-401,  pre- 
sumably because  the  enu- 
merator did  some  work  when 
the  Records  Clertc  was  not 
present. 


4*  F03DIC  page  and  line  numbers 
have  been   used  on  the  F-401 
part  of  the  time  and  List- 
ing Book  page  and  line  num- 
bers the  rest  of  the  time. 


See  if  the  first  visits  are  recorded  for 
the  adjacent  units.  This  would  indicate 
that  the  enumerator  passed  by  the  door  tout 
may  have  been  told  by  neighbors  that  no  one 
was  at  nome.  If  so,  create  a  first  visit 
on  the  appropriate  day,  using  code  K. 
Select  a  knock-on-door  ti.*.Le  and  an  identi- 
cal left-house-tine  between  the  time  the 
enumerator  left  tue  previous  unit  and 
knocked  on  the  door  of  the  next.  If  there 
are  no  first  visits  for  the  adjacent  units, 
treat  this  as  you  would  problem  3 . 


Create  these  visits  on  the  appropriate 
date.  The  Listing  Book  will  tell  you  about 
callDacks,  sample  status,  and  number  of 
persons.  If  you  are  creating  first  visits, 
use  between-housing- unit  times  and  within- 
housing-ucit  times  Ifor  the  appropriate 
number  of  persons)  obtained  from  the  near- 
est first-visit  housing  units.  If  you  are 
creating  later  visits,  use  between-housing- 
unit  tiaes  for  the  nearest  callback  hous^ -  - 
units.  In  selecting  the  time  of  day  to  b^- 
gin  these  visits,  be  guided  by  the  enumera- 
tor's habits  on  the  nearest  day.  For  exam- 
ple, if  you  create  an  entire  day,  start 
with  the  time  the  enumerator  began  the  pre- 
vious day. 


Convert  entirely  to  Listing  Book  page  And 
line  numbers,  using  columns  7  and  12  of  the 
Listing  Book.   (Note:  If  KOSDIC  page  and 
line  numbers  have  been  used  exclusively, 
retain  them. ) 


13.  A  unit  has  nothing  but  N's. 


Handle  these  cases  last.  Follow  the  pro- 
cedure shown  in  the  table  which  follows. 


Disposition  of  Units  which  have  Nothing  but  N's 


Listing  Book  Data 

Listing  Book 
or  F-«B. 

Description 

Method 
of  com- 
pletion1 

Date  shown 
on  which 
callback 
was  made 

Evidence  of 
phoning 
other  than 
telephone 
number  (non- 
sample  units 
only) 

Completion 
status  code 
(use  on 
last  visit) 

Telephone,  date  specified2 

I 

Yes 

Yes 

6 

Personal  interview,  date 
specified2 

I 

Yes 

No 

7 

Telephone,  date  not  specified 

I 

No 

Yes 

8 

No  record  of  completion  in 
Listing  Book  or  F-401 

I 

No 

No 

93 

Telephone,  date  specified2 

CP 

Yes 

Yes 

10 

Closeout  procedure,  date 
specified,  visit5 

CP 

Yes 

No 

Telephone,  date  not  specified 

CP 

No 

Yes 

11 

Closeout  procedure,  no  date 
specified,  no  visit* 

CP 

No 

No 

Never  completed  (includes 
refusals) 

N 

- 

- 

12 

5.  The  line  numbers  on  the 
F-401  are  off  by  one. 

6.  There  are  two  completions 
for  a  unit. 


Use  number  of  persons  from  the  Listing  Book 
to  straighten  this  out. 

See  if  the  number  of  persons  is  the  same 
for  each  completion  and  agrees  with  the 
Listing  Book  and  see  if  the  callback 
record  shows  both  visits.  If  so,  change 
the  first  completion  to  H.  Otherwise, 
see  if  you  can  clear  up  a  nearby  case  as 
described  in  problem  7. 


I  -  Personal  interview 
CP  -  Closeout  procedure 
N  -  Not  shown  as  completed  by  either  method 

Create  a  visit.  Assume  5  minutes  required  for  each  call 

Only  evidence  of  completion  is  an  I  in  Listing  Book. 
Create  a  visit  if  there  is  evidence  of  other  visits  made 
without  Records  Clerk's  knowledge  on  a  particular  evening. 

Change  last  visit  from  N  to  CP. 

Create  visits  on  dates  shown.  Make  last  visit  CP. 


APPENDIXES-FORMS  AND  INSTRUCTIONS 
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HOW   TO   OODii   FORMS   F-452 


1.  We  are  supplying  you  with  a  special  black  marking  pencil.  Use  only  this 
pencil  on  the  F-452.  If  you  make  an  error  on  the  F-452,  erase  it 
thoroughly  and  than  make  a  mark  in  the  correct  position.  Make  marks  by 
drawing  a  straight  line  through  the  appropriate  circle. 

2.  Start  a  new  FOSDIO  sheet  (form  F-452)  for  each  line  on  the  F-453  that  has 
entries  on  it.  Transcribe  the  entries  on  that  line  of  the  F-453  to  line  0 
on  the  FOSDIC  sheet.  A  pencil  line  on  the  F-433  from  any  column  to  the 
last  column  represents  zero  entries  for  all  the  items  it  runs  through. 
Code  all  such  columns  as  aero. 

If  you  find  a  "0"  in  the  "FR  type"  column  of  the  F-453,  make  your  mark  in 
the  blank  space  where  the  0  circle  would  be  if  we  had  not  left  it  out  Dy 
mistake. 

On  the  0  line  of  F-453,  in  the  two  columns  after  "Other  field-review  time," 
enter  your  personal  two-digit  code.  Your  code  is . 

3.  If  there  is  a  0  entry  in  the  "Ho  work"  column  of  the  F-453,  find  the  F-401 
for  that  day  and  start  coding  the  information  on  that  form  to  the  FOSDIC 
sheet  starting  at  line  1  and  using  as  many  FOSDIC  sheets  as  necessary. 
Each  time  you  continue  to  another  FOSDIC  sheet  for  the  same  F-401,  you 
must  enter  Ea  number  and  enumeration  day  and  your  personal  two-digit  Qode 
to  line  0.  Make  no  other  entries  on  that  line. 

If  there  is  a  1  entry  in  the  "No  work"  column  of  the  F-453,  complete  the 
coding  for  line  0  but  make  no  further  entries  on  the  FOSDIC  sheet.  00  to 
a  new  FOSDIC  sheet  and  transcribe  the  entries  on  the  next  line  of  the  F-453. 

4.  Fill  out  one  line  on  the  FOSDIC  form  (using  lines  1  through  6)  for  each 
line  on  the  F-401  (entries  in  any  of  the  columns  5  through  13  on  the  F^Ol). 
See  your  supervisor  if  any  items  on  the  F-401  are  missing. 

5.  Listing  Book  page  and  line  number  comes  from  column  5  on  the  F-401, 

6.  Visit  number  comes  from  column  6  on  the  F-401. 

7.  Time  of  day.  Use  the  table  below  for  time-of-day  codes.  Find  the  Knock- 
on-door  time  in  column  7,  go  to  the  table,  and  determine  the  two-digit  code: 


Before 

3:00  a.m. 

01 

8:00    - 

8:59  a.m. 

02 

9;00    - 

9:59  a.m. 

03 

10:00    - 

10:59  a, mi 

04 

11:00    - 

U:59  a.m. 

05 

12:00    - 

12:59  p.m. 

06 

1:00     - 

1:59  p.m. 

07 

2:00    - 

2:59  p.m. 

08 

3:00 

» 

3:59  p.m. 

0* 

4:00 

- 

4:59  p.m. 

10 

5:0Q 

- 

5:59  p.m. 

11 

6:00 

- 

6:59  p.m. 

12 

7:00 

- 

7:59  p.*. 

13 

8:£JQ 

-. 

8:59  p.m. 

14 

9i00 

- 

9:59  p.a. 

15 

10:00  p 

.m 

or  after 

16 

columc 

3 

of  F-401.     Since 

thj 

Betwe en-house hold  miles  comes  from  column 

may  appear  rarely,  take  particular  care  to  see  that  it  is  coded  when  it 

does  appear. 

Between-household  time  is  normally  the  elapsed  time  in  minutes  between 
the  left-house  time  at  the  previous  unit  and  the  Knock-on-door  time  at 
the  unit  you  are  coding. 

However,  use  these  rules'  if  something  other  than  a  Left-house  time 
immediately  precedes  the  Knock-on-door: 

A.  Make  Between-household  time  "00"  if: 

(1)  This  is  the  first  housing  unit  of  the  day  and  no  other  work 
was  done  previously,, 

(2)  The  enumerator  just  came  from  field  review  (an  F  entry  in 
column  15  on  the  previous  line) . 

(3)  The  enumerator  just  came  from  personal  time  of  more  than 
60  minutes  (a  P  entry- in  column  15  and  an  entry  of  more 
than  60  in  column  17  on  the  previous  line). 

B,  If  the  previous  activity  was  a  "P"  of  60  minutes  or  less  or  "Q"  (in 
column  15),  make  Between-household  time  the  interval  between  the 

.column  16  entry  and  the  Knock-on-door  time. 


10.  In-household  total  time  iS  the  elapsed  time  between  Knook-on-door  and 
Left  house. 

Entry  time  is  the  elapsed  time  between  Knock-on-door  and  Door  Open 

Introduction  time  is  the  elapsed  time  between  Door-open  time  and  Began- 
interview  time. 

FOSDIC  time  is  the  elapsed  time  between  Began  interview  and  Finished 
interview,  less  Interruption  time. 

Interruption  time  is  the  elapsed  time  between  Interview  interrupted  for 
personal  business  and  Resumed  interview.  If  there  was  more  than  one  such 
interruption,  the  additional  interruption  will  appear  on  the  lines  below 
and  the  rest  of  the  information  will  be  found  on  the  last  of  these  lines* 

Left-house  ijime  is  the  elapsed  time  between  Finished  interview  and  Left 
house. 

The  sum  of  Entry,  Introduction,  FOSDIC,  Interruption,  and  Left-house  times 
must  equal  In-household  total  time.  Make  this  check  for  every  line  you 
code.  Double  lines  appear  on  the  F-452  form  around  the  five  items  that 
add  to  In-househ©ld  total  time. 

11.  Sample  status  comes  from  column  18  of  the  F-401. 

12.  ACR  status  comes  from  column  19, 

13.  Completion  status  comes  from  type  of  interview  in  column  20*  C  is  to  be 
coded  as  01,  P  as  02,  N  as  03,  V  as  04,  and  CP  as  05.  Numerical  Oodes 
that  you  find^in  this  item  are  to  be  coded  asxhemselves . 


14.  Code  Number  of  persons  in  column  21  as  a  two-digit  number* 
if  th?re  are  three  persons,  code  it  03. 


That  is, 


15.  GQ  status  comes  from  column  22  of  the  F-401.  Use  code  0  if  there  is  no 
entry  in  column  22  and  code  1  if  there  is  a  check  in  column  22.  This  is 
another  case  of  an  item  that  occurs  infrequently  and  that  requires  special 
care.  Don't  get  into  the  habit  of  coding  GQ  status  as  0  and  overlook  the 
occasions  when  it  should  be  1. 

16.  There  is  a  shortcut  procedure  to  be  used  when  the  only  times  shown  are 
Knook-on-door  time  and  Left-house  time  and  the  code  in  column  20  is  N* 
(Use  the  procedure  also  when  you  have  Door-open  time  as  well). 

In  this  case  only,  first  code  all  items  through  "In-household  total  time" 
aa  usual.  Then  make  Entry  time  identioal  to  "In-household  total  time"  and 
code  all  remaining  times  00.  Code  sample  status  and  ACR  status  as  N, 
completion  status  as  03,  number  of  persons  as  00,  and  Oft  status  as  0. 

17.  There  is  also  a  shortout  procedure  when  the  only  times  shown  are  Knock-oiV 
door  time  and  Left-home  time  and  the  code  in  column  20  is  other  than  N. 

In  this  case  only,  first  code  all  items  through  In-household  total  time 

as  usual.  Then  make  FOSDIC  time  identical  to  "In-household  total  time"  and 

code  all  remaining  times  00.  Code  other  items  as  you  find  them. 

18.  Important : 

(a)  Be  sure  you  have  not  skipped  an  F-401  line  that  should  have  been 
coded. 

(b)  Be  sure  that  you  have  not  coded  the  same  F-401  line  twice. 

(c)  Be  sure  that  you  have  entered  the  correct  EA  code  number,  the 
correct  enumeration  day  and  your  personal  code  on  each  FOSDIC 
sheet.  Check  each  sheet  to  see  that  these  three  items  are 
entered . 
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1.  When  you  find  two  F-401' s  with  the  same  date,  inspect  the  two  sets  to 
see  if  one  records  activity  for  an  early  part  of  the  day  and  the  other 
records  activity  for  a  later  part  of  the  day. 

a.  If  such  is  the  case,  bind  "both  sets  of  F-401*  s  together  by  using  the 
same  rings.  Place  them  one  behind  the  other  in  order  of  Listing 
Book  page  and  line  number  for  first-visit  housing  units. 

Compute  travel  time  and  miles  for  "To  and  from  enumeration" 
independently  for  each  set  of  F-401' s,  using  the  established 
miles,  and  add  them  together  for  a  daily  total  to  be  posted  on 
the  F-453  for  that  day. 

For  all  other  entries  on  the  F-453  treat  the  two  sets  of  F-401 's 
as  if  they  were  one  set. 

b.  If  the  two  sets  of  F-401' s  do  not  represent  time  records  for  a 
single  day,  assume  that  they  represent  time  records  for  two  different 
days  and  one  has  been  misdated.  Search  for  nearby  enumeration  days 
without  F-401* s.  Check  the  sequence  of  Listing  Book  page  and  line 
numbers  of  first-visit  housing  units  of  the  F-401' s  in  question  and 
the  F-401* s  for  enumeration  days  surrounding  the  day  for  which  you 
have  no  F-401.  If  you  can  assign  one  of  the  two  F-401's  in  question 
to  the  missing  day  and  have  a  continuous  sequence  of  Listing  Book 
page  and  line  numbers,  do  so.  Change  the  date  of  the  F-4-01  you 
insert.  Make  all  necessary  entries  on  the  F-453. 

c.  If  you  have  two  sets  of  F-401*  s  for  the  same  day  and  cannot  apply 
either  one  of  the  two  procedures  shown  above,  show  the  case  to 
your  supervisor. 

Enter  the  District  Office  and  the  enumerator's  last  name  in  the  heading 
of  the  F-453.  If  more  than  one  enumerator  worked  in  the  EA,  enter  the 
names  of  all  such  enumerators. 

The  following  items  must  be  entered  in  the  body  of  form  F-453.  The 
number  just  under  the  column  headings  tells  you  how  many  digits  are 
required.  Always  use  that  number  of  digits.  For  example,  if  3  digits 
are  needed  and  you  enter  11  minutes,  the  entry  will  be  Oil.  A  line 
must  be  completed  for  each  day  during  which  there  is  any  time  spent  on 
census  work. 

2.  Get  EA  number  from  the  master  list  which  shows  this  code  for  each 
enumerator  in  each  office.  Get  enumeration  day  from  the  attached  code 
sheet . 

3.  The  "No  work"  column  requires  an  "0n  entry  if  any  enumeration  work  was 
done  that  day;  that  is,  if  there  are  any  entries  in  columns  7  through  13 
of  the  F-401. 

If  the  F-401  shows  field  review  in  columns  23  through  37,  but  no  enu- 
meration work,  enter  "1"  in  the  "No  work"  column.  If  the  enumerator 
did  other  census  work,  shown  as  "other  time"  in  columns  14  through  17 
on  the  F-401,  but  no  enumeration  work,  also  enter  "1"  in  the  column. 
Make  no  other  entries  in  the  "No  work"  column. 

You  also  have  a  "List  of  Non-Enumeration  Days  in  Stage  I  with  Reason." 
You  will  make  entries  on  this  list  while  you  are  coding  forms  F-453. 
Use  one  or  more  sheets  for  each  District  Office.  Enter  the  District 
Office  name  in  the  box  in  the  upper  right-hand  corner  of  this  form. 

As  long  as  you  find  enumeration  work  for  each  day  listed  on  the  form 
F-453,  you.  need  make  no  entries  on  the  list.  But,  as  soon  as  you  skip 
a  line  on  F-453,  indicating  that  no  enumeration  work  was  done  on  that 
day,  you  must  use  the  list  to  explain  why  there  was  no  enumeration  work. 
Sometimes  you  will  have  an  F-401  for  that  day  marked  to  indicate  no 
enumeration  work.  And  sometimes  you  will  not  have  an  F-401  at  all  for 
that  day.  You  must  also  use  the  list  whenever  you  use  code  "1"  in  the 
nNo  work"  column  of  the  F-453,  indicating  that  no  enumeration  work  was 
done,  but  that  field  review  or  some  other  work  was  done. 

Each  time  you  fill  in  a  line  on  the  list,  identify  the  enumerator  and 
date  in  the  first  two  columns  of  the  list  and  place  an  "X"  in  the 
appropriate  column.  Do  not  fill  in  the  "weight"  column.  This  will  be 
done  later.  The  column  that  you  "X"  is  determined  in  the  following  way 
and  in  the  following  order  of  priority: 

a.  If  field  review  alone  was  done,  place  an  "X"  in  the  column  marked 
"1st,  2nd,  or  3rd  field  review"  or  the  one  marked  "final  review." 
If  some  work  other  than  field  review  was  done,  (but  no  enumeration 
work),  place  an  "X"  in  the  column  marked  "Other"  and  describe  the 
work  in  the  last  column.  (This  instruction  covers  the  two  cases 
where  you  marked  "1"  in  the  "No  work"  column  of  F-453.)  Days  on 
which  the  enumerator  had  completed  hie  enumeration  and  was  waiting 
for  final  review  will  now  be  recorded  In  the  "Other"  reason  column 
and  explained  as  follows  "Waiting  for  Final  Review." 

b.  If  there  is  a  note  on  the  F-401  that  the  enumerator  was  ill  "X" 
the  "Enumerator  ill"  column.  Place  an  "X"  in  that  column  for  each 
following  day  (not  a  Sunday)  regardless  of  whether  or  not  you  have 
an  F-401.  Do  this  until  the  enumerator  does  some  form  of  census 
work. 

c.  If  the  F-401  shows  that  the  enumerator  resigned,  place  an  "X"  in  the 
"Enumerator  resigned,  no  replacement"  column.  Place  an  "X"  in  that 
column  for  each  following  day  (not  a  Sunday)  regardless  of  whether 
or  not  you  have  an  F-401.  Do  this  until  the  replacement  enumerator 
starts  to  enumerate. 


d.  If  the  F-401  shows  the  enumerator  had  personal  business,  "X"  the 
"Enumerator  had  personal  business"  column  on  the  list  for  that  day 
only. 

e.  If  the  F-401  says  that  there  were  bad  weather  conditions  or  you 
see  from  section  IIA  that  there  was  bad  weather,  "X"  the  "Bad 
weather"  column  for  that  day  only.  Bad  weather  is  defined  as  rain, 

snow,  or  sleet  in  section  IIA  of  the  F-401. 

f .  If  there  is  a  reason  for  no  work  on  the  F-401  but  it  does  not  fit 
any  of  the  above  categories,  "X"  the  "Other  reason"  column  for  that 
day  only,  and  explain  it  briefly  in  the  explanation  column  next  to 

it. 

g.  If  there  is  no  apparent  reason  for  no  work,  "X"  the  "Reason  not 
given"  column. 

If  there  is  no  F-401  for  a  day  (not  a  Sunday)  "X"  the  "Reason  not  given" 
column.  Enter  only  one  "X"  on  each  line  of  the  "List  of  Non-Enumeration 
Days." 

4.  "To  and  from  enumeration"  columns  require  numerical  entries  for  both 
time  (in  minutes)  and  miles.  These  entries  represent  the  total  time 
and  miles  spent  by  the  enumerator  in  traveling  from  his  home  to 

his  EA  and  back  home  again  for  all  sorties. 

To  compute  both  time  and  mileage  for  these  entries  establish  standards 
for  both  for  each  day. 

a.  Establish  the  standard  time  to  and  from  enumeration  by  adding  the 
differences  between  items  A  and  D,  B  and  E  in  section  IV  of  the 
F-401  for  that  day. 

b.  Establish  the  standard  miles  to  and  from  enumeration  by  adding  the 
to  and  from  EA  miles  in  column  4  of  section  V  of  the  F-401.  These 
entries  are  usually  the  first  and  last  for  the  day.  If  one  or  the 
other  is  missing,  take  the  one  that  is  there  and  double  It.  If 
neither  is  there  use  the  previous  day's  standard  (or  subsequent  day 
for  first  day,) 

Inspect  the  F-401  to  determine  the  number  of  sorties  during  the  day. 
(See  instruction  No.  10,  below,  for  definition  of  sortie.)  In  many 
cases  you  will  find  that  there  has  been  only  one  sortie  during 
the  day.   In  those  cases  merely  enter  your  time  and  mileage 
standards  in  the  "To  and  from  enumeration"  columns.  If  there 
are  two  or  more  sorties  during  the  day,  multiply  the  standard 
time  and  mileage  by  the  number  of  sorties  and  enter  these  numbers 
in  the'  appropriate  "To  and  from  enumeration"  columns  for  that  day. 

5.  Code  weather  conditions  1,  2,  3,  or  4,  in  the  order  in  which  they  appear 
on  the  cover  of  F-401.  If  there  is  no  entry,  use  code  5. 

6.  Code  ground  conditions  1,  2,  3,  4,  or  5,  in  the  order  in  which  they 
appear  on  the  cover  of  F-401.  If  there  is  no  entry,  use  code  6. 

?*  "Other  miles"  are  miles  in  column  4  of  the  F-401  other  than  the  miles 
you  counted  to  and  from  enumeration  and  miles  you  will  count  to  and 
from  field  review.   (See  instruction  11  below  for  travel  to  and  from 
field  review.)  The  most  common  source  of  other  miles  is  travel  to 
and  from  lunch  where  lunch  is  60  minutes  or  less  in  duration. 

8.  Examine  the  F-401  to  locate  gaps  in  time  between  Left-house  time  for 

a  housing  unit  and  the  start  of  personal,  other,  or  field-review  time. 
Eliminate  such  gaps  by  changing  the  start  time  for  the  personal, 
other,  or  field-review  activity. 

Example:  The  enumerator  left  a  housing  unit  at  6:28.  His  next 
activity  is  "Other"  at  6:33.  We  want  to  assign  the 
missing  5  minutes  to  some  activity.  Do  this  by  changing 
the  6:33  to  6:28  with  a  green  pencil  on  the  F-401  and 
adding  five  minutes  to  column  17. 

"Personal  time"  is  time  appearing  in  column  17  of  the  F-401  which  is 
identified  as  "P"  in  column  15.  Do  not  count  any  period  of  unexplained 
time  greater  than  60  minutes  as  personal  time. 

9.  "Other  time"  is  time  appearing  in  column  17  of  the  F-401  which  Is 
identified  as  "0"  in  column  15.  Before  counting  It,  however,  look  at 
the  notes  on  the  back  of  the  F-401  to  be  sure  that  the  activity  is 
related  to  the  census  and  Is  not  personal  time  or  field-review  time 
incorrectly  labeled. 

10.  A  sortie  is  defined  as  a  period  of  enumeration  unbroken  by  an  interval 
of  more  than  60  minutes  of  personal  time.  Using  this  definition, 
identify  the  number  of  sorties  during  the  day.  For  example,  if  you  have 
an  interval  of  75  minutes  of  personal  time  from  10:30  to  11:45  and 
another  interval  of  personal  time  of  68  minutes  from  2:45  to  3:53, 
there  are  three  sorties  during  the  enumeration  day,  the  enumeration  time 
before  10:30,  the  enumeration  time  between  11:45  and  2:45,  and  the 
enumeration  time  after  3:53. 

After  you  have  Identified  the  sorties,  enter  the  length  of  time,  in 
minutes,  for  each  in  the  "Length  of  sortie"  columns  on  the  F-453. 
The  length  of  the  first  sortie  during  the  day  is  entered  in  the  "1st" 
sortie  column  and  so  on. 

When  you  calculate  the  number  of  minutes  in  the  sortie  omit  intervals 
for  field  review.  Omit  field-review  travel  time  as  well  as  field- 
review  time  itself. 
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11.  Travel  to  field  review  extends  from  the  stop  time  of  the  previous 
activity  to  the  entered-premises  time  in  column  25  of  the  F-401. 
Travel  from  field  review  extends  from  the  left-premises  time  in 
column  36  to  the  start  time  of  the  next  activity.  Add  both  times 
together  to  get  field-review  travel  time.  Miles  to  and  from  field 
review  should  appear  in  column  4.  It  will  not  he  unusual  to  find  no 
miles  for  field  review  since  the  Crew  Leader  or  Field  Reviewer  some- 
times came  to  the  enumerator. 

If  field  review  occurs  at  the  beginning  of  the  enumeration  day,  record 
time  and  miles  to  field  review  as  "To  and  from  Field  Review."  Record 
time  and  miles  from  field  review  to  the  enumeration  area  as  "To 
enumeration"  time  and  miles. 

If  field  review  occurs  at  the  end  of  the  enumeration  day,  record  time 
and  miles  to  field  review  as  "To  and  from  field  review."  Record 
time  and  miles  from  field  review  to  the  enumerators'  home  as  "To  and 
from  enumeration." 

If  field  review  occurs  at  the  beginning  of  the  day,  do  not  use  item  E 
in  section  IV  of  the  F-401  to  estimate  "To"  time  for  field  review 
because  the  Knock-on-door  of  the  first  housing  unit  did  not  start  the 
enumerator  day.  Subtract  the  entry  in  column  25,  "Entered  premises" 
from  the  time  entry  in  item  B  of  section  IV  for  the  correct  "To 
Field  Review  time." 

Similarly,  if  field  review  occurs  at  the  end  of  the  enumeration  day 

use  the  difference  between  the  time  entered  in  column  36  and  the  "Arrived 

home"  time  in  item  A  of  section  IV  to  record  "From  enumeration  time." 

12.  "Field-review  type"  means  whether  the  review  is  the  1st,  2nd,  3rd,  or 
final.  This  information  comes  from  column  23  of  the  F-401.  If  it  is 
missing,  you  should  be  able  to  determine  it  from  field  review  information 
on  other  days.  Enter  1,  2j   3,  for  first,  second,  or  third  reviews  and 

4  for  final  review. 

13.  Time  for  field-review  activities  is  defined  as  follows: 

Reviewing:  Column  27  less  column  26 
Waiting:    Column  26  less  column  25. 
Correcting:     Column  29  less  column  28 

Column  31  less  column  30 

Column  35  less  column  34 


15.  Notice  that  on  page  2  of  the  F-253  the  dates  go  up  to  May  16.  If 
stage-I  enumeration  continues  beyond  May  16,  use  a  page  1  and  alter  the 
"Date"  and  "Enumeration  day"  columns  to  show  the  additional  days. 

16.  Notice  that  no  Sundays  appear  on  the  F-253.  If  you  have  an  F-401 
showing  census  work  on  a  Sunday,  place  its  entries  between  the  previous 
Saturday  and  the  following  Monday.  Be  sure  to  identify  the  day  in  the 
Date  and  Enumeration  day  columns. 

Consult  the  Codes  for  Enumeration  Day  sheet  attached  when  you  follow 
instructions  15  and  16. 


Codes  for  Enumeration  Day 


Transcribing: 
Payr oiling: 
Other: 


(column  33  less  column  32)  plus  (column  36 
less  stop  time  of  previous  activity) 


Make  surethat  all  time  is  accounted  for  from  the  time  the  enumerator 
entered  the  premises  until  he  left  the  premises  and  make  sure  that  there 
is  no  duplication  of  time. 

If  you  do  not  find  a  first  field  review  and  a  final  field  review  for 
each  enumerator,  notify  your  supervisor.  Also  notify  your  supervisor 
if  you  find  more  than  one  final  field  review. 

14*  For  all  columns  requiring  time  or  mileage,  enter  zeros  if  there  is  no 
such  time  or  mileage  during  that  day.  Leave  no  column  blank. 

When  you  come  to  a  point  on  the  F-453  where  you  determine  that  the 
remaining  entries  on  a  line  will  be  zeros,  so  indicate  by  drawing  a 
horizontal  line  through  the  remaining  columns. 


Date 
March  31 

Code 
01 

Date 
April  26 

Code 
27 

Date 
May  22 

Code 

April  1 

02 

27 

28 

23 

54 

2 

3 

03 

28 
29 
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1.0  GENERAL 

Starting  April  20,  about  50*000  enumerators  will  begin  to  work  on  the 
second  stage  of  the  i960  Census  of  Population  and  Housing.  They  will 
obtain  detailed  information  about  one  quarter  of  the  housing  units, 
at  which  Household  Questionnaires  were  left  in  Stage  I.  So  that  we 
may  get  information  about  this  stage  for  future  census  planning,  we 
are  very  much  interested  in  learning  how  much  time  it  takes  Stage  II 
enumerators  to  do  the  things  they  have  to  do . 

Since  it  would  be  costly  to  keep  records  on  each  of  these  50,000 
enumerators,  we  shall  only  keep  records  on  a  sample  of  them.  Your 
Job  will  be  to  accompany  one  of  the  enumerators  in  this  sample  each 
day  that  he  works,  starting  April  20. 

2.0  HOW  TO  USE  FORM  F-U06,  RECORD  OF  ENUMERATOR  ACTIVITIES,  STAGE  II 

Form  T-U06   is  the  form  you  will  use  for  recording  what  the  enumerator 
does,  how  long  it  takes  him  to  do  it,  and,  if  he  uses  his  car,  how 
many  miles  he  had  to  drive.  The  T-ko6   is  in  booklet  form;  use  one 
booklet  each  day,  whether  the  enumerator  does  any  work  or  not. 

2.1  Making  Time  and  Mileage  Entries 

Always  make  time  entries  to  the  nearest  minute.  For  example, 
"12:13"*  "3:47",  etc.  Ignore  seconds  when  you  read  your  watch. 
For  example,  any  time  between  10:38  and  10:39  should  be  re- 
corded as  10:38-  Then,  as  soon  as  the  minute  hand  reaches 
10:39,  the  time  is  10:30  until  the  minute  hand  reaches  10: to. 

Always  record  mileage  entries  to  the  nearest  mile .  Ignore  the 
tenths  in  reading  the  mileage.  Only  the  last  three  digits  of 
the  mileage  need  be  recorded.  For  example,  if  the  reading  is 
"77254  and  five  tenths",  record  the  mileage  as  "254". 

2.2  Order  of  Completion  of  the  Form 

Form  F-406  has  been  designed  so  that  a  summary  of  the  enu- 
merator's activities  appears  on  the  cover.  The  remaining 
pages  in  the  booklet  are  used  to  record  the  details  of  tran- 
scription from  Household  Questionnaires,  telephone  followup 
when  a  Household  Questionnaire  was  received  incomplete,  and 
personal  followup  when  no  Household  Questionnaire  was  received 
at  all. 

Since  the  form  was  designed  in  this  fashion,  you  do  not  complete 
it  in  the  order  the  items  appear  on  the  form.  The  usual  order  is 
the  following: 

a.  Section  I 

b.  Section  IV,  Item  B  or  Item  K 

c.  Section  VI 

d.  Section  V. 

e.  Section  IV,  Item  A  or  Item  J. 

f .  Section  II 

g.  Section  III 

h.   Section  IV,  Remaining  Items. 

In  the  paragraphs  which  follow,  each  section  will  be  discussed 
in  the  order  in  which  it  appears  in  the  above  list. 

2-3  Section  I  -  Identification  Items 

Item  A.  Enter  the  month,  day,  and  year  on  which  you  accompany 
the  enumerator.  Remember  that  you  will  be  filling  out 
a  separate  F-4o£  for  each  day  you  work. 

Item  B.  Enter  the  full  name  of  the  enumerator. 

Item  C.  Enter  your  own  name. 

Item  D.  Enter  the  District  Office  city  and  code  number.   Your 
Records  Supervisor  will  give  you  this  information. 

2.4  Section  IV,  Item  B  or  Item  K  -  Time  left  Home  or  Time  Arrived 
at  Office 

In  Stage  II,  much  of  the  work  that  the  enumerator  has  to  do 
does  not  involve  enumerating  from  door  to  door.  In  Stage  I, 
the  enumerator  left  a  Household  Questionnaire  at  every  fourth 
housing  unit.  He  instructed  the  respondent  to  fill  it  out  and 
mail  it  to  the  District  Office.  If  respondents  did  complete 
and  mail  a  Household  Questionnaire,  no  further  visit  to  that 
housing  unit  is  necessary.  The  enumerator  merely  transcribes 
the  information  from  the  Household  Questionnaire  to  his  Stage 
II  ED  Book.  If  the  respondent  returned  a  Household  Question- 
naire to  the  District  Office  but  it  was  incomplete,  the  enu- 
merator transcribes  what  he  can  and  then  either  telephones  or 
visits  the  housing  unit  to  obtain  the  rest  of  the  information. 
If  the  Household  Questionnaire  was  not  returned  at  all,  the 
enumerator  must  visit  the  housing  unit  to  get  complete  infor- 
mation. 

The  transcription  of  Household  Questionnaires  and  the  telephone 
follow-up  work  is  done  by  enumerators  at  home.  However,  we  have 
rented  office  space  for  enumerators  who  are  in  the  Special 
Records  Program  so  that  you  may  observe  this  work  without 
entering  the  enumerator's  home.  They  are  to  do  all  work  that 
they  would  normally  do  at  home  at  the  office  instead.  Never- 
theless, an  enumerator  may  work  at  home  if  he  prefers  to  work 
there  and  is  willing  to  have  you  observe  ail  census  work  done  in 
his  home.  If  the  enumerator  leaves  his  home  or  his  office  to 
make  personal  visits,  record  the  time  when  he  leaves  in  item  B 
of  Section  IV.  If  the  enumerator  goes  to  the  office  to  work 


or  starts  office  work  at  home,  enter  the  time  of  arrival  in 
the  office  or  beginning  time  at  home  in  item  K  of  Section  IV. 

2.5  Section  VI  -  Observation  of  Transcription  and  Telephone  Followup 

Section  VI  is  divided  into  three  parts.  Columns  39  through  45 
apply  to  transcription}  one  line  is  to  be  completed  for  each 
Household  Questionnaire  transcribed.  Columns  k6   through  52  apply 
to  telephone  followup;  one  line  is  to  be  completed  for  each 
telephone  followup  attempt,  whether  successful  or  not.  Columns 
53  through  56  apply  to  any  other  activities  engaged  in  at  the 
office,  including  breaks  for  coffee,  lunch,  etc. 

As  you  go  from  one  part  of  the  form  to  another,  use  the  next  line. 
For  example,  suppose  an  enumerator  started  his  office  work  by 
transcribing  three  Household  Questionnaires,  then  made  a  telephone 
followup,  and  next  transcribed  four  more  Household  Questionnaires. 
You  would  use  lines  1-3  of  the  transcription  part,  line  4  of  the 
telephone  followup  part,  and  lines  5-8  of  the  transcription  part. 

Column  39  (Start  Time).  Enter  the  time  when  the  enumerator  starts 
to  transcribe  a  Household  Questionnaire.  This  will  usually  be 
when  he  takes  one  off  the  pile  and  sets  it  in  front  of  him, 
ready  to  transcribe. 

Column  40  (Stop  Time).  Enter  the  time  when  the  enumerator 
finishes  transcribing  a  Household  Questionnaire .  This  will 
usually  be  when  he  sets  it  aside,  after  having  made  all  neces- 
sary entries  in  the  Stage  II  ED  Book  and  the  Listing  Book.  If 
he  is  transcribing  steadily,  the  stop  time  for  one  Household 
Questionnaire  will  be  identical  to  the  start  time  for  the  next. 

Column  4l  (ED  No.).  Enter  the  ED  number  in  which  the  Household 
Questionnaire  belongs .  It  can  be  found  on  the  back  page  of  the 
Household  Questionnaire  or  on  the  cover  of  the  Stage  II  ED 
Book.  You  may  have  to  ask  the  enumerator  for  this  information 
unless  you  are  sitting  close  enough  to  him  to  read  it  yourself. 

Column  42  (Page  No.  from  PH-1  or  PH-2).  Enter  the  page  number 
from  PH-1  or  PH-2.  This  Is  the  page  on  which  the  housing  unit 
appeared  in  the  Stage  I  book  and  is  used  for  identification. 
The  page  number  can  be  found  on  the  back  page  of  the  Household 
Questionnaire  and  in  the  upper  left  corner  of  the  housing 
section  in  the  Stage  II  ED  Book.  You  may  have  to  ask  the  enumer- 
ator for  this  information,  unless  you  are  sitting  close  enough 
to  him  to  read  it  yourself. 

Column  43  (Completion  Status).  Circle  the  appropriate  code  to 
show  whether  the  transcription  was  completed  with  no  followup 
required  or  not.  N  means  not  completed.  C  means  completed  by 
transcription. 

Column  44  (If  C  in  Col.  43,  Enter  Number  of  Persons).  If  you 
entered  a  "C"  in  Column  43,  enter  the  number  of  persons  in  the 
housing  unit  or  GQ  (Group  quarters).  You  will  probably  have  to 
ask  the  enumerator  how  many  persons  were  in  the  housing  unit  or 
GQ. 

Column  45  (Check  if  Unit  is  a  GQ).  Enter  a  check  mark  if  the  unit 
was  a  group  quarters.  Make  no  entry  if  the  unit  is  not  a  group 
quarters.   (Group  quarters  are  living  arrangements  for  institution 
inmates  and  for  groups  of  five  or  more  persons  unrelated  to  the 
head  of  the  household  or  person  in  charge.)  Get  this  information 
from  the  enumerator . 

Column  46  (Start  Time).  Enter  the  time  the  enumerator  got  ready 
to  make  his  telephone  call.  Before  he  actually  dials  the  number, 
he  may  have  to  turn  to  the  housing  unit  In  his  ED  Book,  find  the 
telephone  number,  and  remind  himself  what  questions  were  in- 
complete. Enter  the  start  time  when  he  begins  to  do  these  things, 
rather  than  when  he  starts  to  dial. 

Column  47  (Stop  Time).  Enter  the  time  when  the  enumerator  com- 
pletes the  call.  This  will  usually  be  when  he  hangs  up  the 
receiver.  But  sometimes,  he  will  make  an  entry  or  two  in  his 
ED  Book  before  leaving  that  housing  unit.  Don't  enter  a  stop 
time  until  he  has  completed  all  work  on  that  housing  unit. 
Remember  that  you  are  to  use  one  line  on  the  form  for  all  tele- 
phone attempts,  including  line  busy  and  no  answer. 

Column  48  (ED  No.).  Enter  the  ED  number.  It  is  recorded  on  the 
cover  of  the  Stage  II  ED  Book,  but  you  may  have  to  ask  the 
enumerator  for  It . 

Column  49  (Page  No.  from  PH-1  or  PH-2).  Enter  the  page 
number  from  PH-1  or  PH-2.  This  is  the  page  on  which  the 
housing  unit  appeared  in  the  Stage  I  book  and  is  used 
for  Identification.  The  page  number  can  be  found  in 
the  upper  left  corner  of  the  housing  section  in  the 
Stage  II  ED  Book.  You  may  have  to  ask  the  enumerator 
for  this  information,  unless  you  are  sitting  close 
enough  to  him  to  read  It  yourself. 

Column  50  (Completion  Status).  Circle  the  appropriate 
code  to  show  whether  the  telephone  interview  was  com- 
pleted with  no  further  followup  required.  N  means 
not  completed.  C  means  completed  by  telephone. 

Column  51  (If  C  in  Col.  50,  Enter  Number  of  Persons).  If 
you  entered  a  "C"  in  Column  50,  enter  the  number  of  per- 
sons in  the  housing  unit  or  GQ.  You  will  probably  have 
to  get  this  information  from  the  enumerator.  Be  sure  to 
get  the  number  of  persons  in  the  entire  housing  unit  or 
GQ,  not  just  those  that  the  enumerator  had  to  ask  about. 
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Column  52  (Check  if  Unit  Is  a  GQ).  Enter  a  check  mark 
if  the  unit  was  a  group  quarters.  Make  no  entry  if  the 
unit  is  not  a  group  quarters.  Get  this  information  from 
the  enumerator. 

Column  53  (Start  Time).  All  office  time  must  be  account- 
ed for,  including  lunch,  coffee  breaks,  etc.  Any  time 
not  covered  previously  in  the  transcription  and  telephone 
follow-up  parts  of  this  section  must  be  taken  care  of  in 
the  "other  activities"  part.  Enter  the  time  when  any 
activity  other  than  transcription  or  telephone  followup 
begins . 

Column  54  (Stop  Time).  Enter  the  time  when  the  enumer- 
ator  stops  an  "other"  activity  and  turns  to  transcription, 
telephone  followup,  or  a  different  "other"  activity. 

Column  55  (Net  Minutes).  Enter  in  minutes  the  difference 
between  columns  53  and  5^  to  show  how  much  time  was  spent 
on  the  activity. 

Column  56  (Complete  Description  of  Activity).  Enter  a 
complete  description  of  the  iTother"  activity,  UBe  the 
reverse  side  of  the  form  if  more  space  is  required.  Avoid 
meaningless  or  cryptic  entries.  For  example,  an  entry  of 
"Called  Crew  Leader"  would  not  be  sufficient.  The  reason 
for  having  to  talk  to  the  Crew  Leader  should  be  given, 
since  it  is  more  important  than  the  method  of  communi- 
cation . 

2.6  Section  V  -  Observation  of  Personal  Visits. 

When  the  enumerator  makes  personal  visits  to  the  housing  units  in 
his  area,  you  will  go  into  each  housing  unit  with  him.  Complete 
one  line  of  Section  V  for  each  housing  unit,  whether  anyone  is  at 
home  or  not . 

Column  1  (ED).  Enter  the  ED  number  in  which  the  enumerator  is 
working.  Ask  him  for  this  information., 

Column  2  (When  Car  Started),  Enter  the  enumerator's  mileage 
reading  when  you  enter  his  car,  regardless  of  the  purpose  of  the 
ride.  Make  your  first  entry  when  he  leaves  his  home  or  office, 
if  he  drives . 

Column  3  (When  Car  Stopped).  Enter  the  enumerator's  mileage  read- 
ing when  the  car  stops  at  its  destination,  (Generally;  this  entry 
-.ill  be  identical  to  the  next  entry  in  column  2). 

Column  k   (Between  Housing  Units) .  When  the  purpose  of  travel  was 
to  move  to  the  next  housing  unit  for  enumeration,  enter  in  column 
k   the  difference  between  the  entries  in  columns  2  and  3,   (Travel 
miles  from  the  enumerator's  home  or  office  to  the  first  housing 
unit  and  from  the  last  housing  unit  to  the  enumerator's  home  or 
office  are  not  to  be  entered  in  column  k.) 

Column  5  (Other) .  When  the  travel  was  for  a  purpose  other  than 
that  of  going  to  the  next  housing  unit  while  enumerating,  enter 
in  column  5  the  difference  between  the  entries  in  columns  2  and  3- 
(Travel  miles  from  the  enumerator's  home  or  office  to  the  first 
housing  unit  and  from  the  last  housing  unit  to  the  enumerator's 
home  or  office  will  be  entered  in  column  5.) 

Column  6  (Page  No.  from  PH-1  or  PH-2).  Columns  7  through  19  and 
columns  18  through  22  apply  to  a" particular  housing  unit.  Enter 
in  column  6  the  page  number  from  PH-1  or  PH-2  for  each  housing 
unit  visited.   It  can  be  found  in  the  upper  left  corner  of  the 
stage  II  ED  Book  page.  You  will  have  to  ask  the  enumerator  for 
this  information. 

Column  7  (Visit  No.).  Enter  the  number  of  this  personal  visit 
to  the  housing  unit.  For  example,  this  may  be  the  first,  second, 
etc.  personal  visit  to  the  unit.  Enter  1,  Z,   etc*,  as  required. 
Count  all  personal  visits  even  though  there  was  no  one  at  home. 
If  you  or  the  enumerator  cannot  remember  exactly  how  many  visits 
have  been  made,  ask  the  enumerator  to  get  this  information  from 
the  callback  columns  of  his  Listing  Book. 

Column  8  (Information  Needed).  Circle  the  appropriate  code  to 
show  whether  complete  or  partial  information  is  needed.  C  means 
complete,  and  P  means  partial.  Complete  information  will  be 
needed  if  the  respondent  sent  no  Household  Questionnaire  at  all. 
Partial  information  will  be  needed  if  the  respondent  sent  in  an 
Incomplete  Household  Questionnaire.  Ask  the  enumerator. 

Column  9  (Knock  on  Door).  Enter  the  time  the  enumerator  knocks  on 
the  door  or  rings  the  doorbell. 

Column  10  (Door  Opened).  Enter  the  time  when  anyone  opens  the 

door. 

Column  11  (Start) .  Enter  the  time  '.hen  the  enumerator  first  asked 
a  housing  question.  Refer  to  your  ulank  Stage  II  ED  Book  page  if 
you  are  in  doubt  about  whether  a  question  is  a  housing  or  pov  ilation 
question.   If  complete  information  is  needed,  the  enumerator  will 
always  ask  housing  questions.   If  only  partial  information  is  needed, 
he  may  not,  since  all  housing  questions  may  already  have  been  an- 
swered. Make  no  entries  in  columns  11  through  14  if  no  housing 
questions  are  asked. 


Column  12  (Interrupted  for  Personal  Business).  Enter  the  time  the 
respondent  interrupts  the  housing  questions  to  attend  to  some  per- 
sonal business,  such  as  answering  the  telephone,  tending  to  the 
baby's  needs,  etc. 

Column  13  (Resumed  Questions),  Enter  the  time  the  respondent  re- 
turns hi6  attention  to  the  housing  questions  after  an  interruption. 
If  more  than  one  interruption  occurs  during  an  interview,  use 
additional  lines  on  the  form  to  make  further  entries  in  columns 
12  and  13-  Then  continue  your  entries  in  subsequent  columns  on 
the  last  line  you  used. 

Column  14  (Stop) .  Enter  the  time  the  enumerator  records  the  an- 
swer to  the  last  housing  question.   If  complete  information  is 
needed,  you  can  follow  the  interview  on  your  blank  Stage  II  ED 
Book  page.  If  only  partial  information  is  needed,  you  may  not 
know  which  is  the  last  housing  question  until  the  first  population 
question  is  asked. 

Column  15  (Start).  Enter  the  time  when  the  enumerator  first  asked 
a  population  question.  Refer  to  your  blank  Stage  II  ED  Book  page 
if  you  are  in  doubt  about  whether  a  question  is  a  housing  or  pop- 
ulation question.  If  complete  information  is  needed,  the  enumer- 
ator will  always  ask  population  questions .  If  only  partial 
information  is  needed,  he  may  not,  since  all  population  questions 
may  have  been  answered  previously.  Make  no  entries  in  columns  15 
through  18  if  no  population  questions  are  asked. 

Column  16  (Interrupted  for  Personal  Business).  Enter  the  time  the 
respondent  interrupts  the  population  questions  to  attend  to  some 
personal  business,  such  as  answering  the  telephone,  tending  to 
the  baby's  needs,  etc. 

Column  17  (Resumed  Questions).  Enter  the  time  the  respondent  re- 
turns his  attention  to  the  population  questiona  after  an  inter- 
rupticj.  If  more  than  one  interruption  occurs  during  an  inter- 
view, use  additional  lines  on  the  form  to  make  further  entries 
in  columns  16  and  17.  Then  continue  your  entries  in  subsequent 
columns  on  the  last  line  you  used. 

Column  18  (Stopped) „  Enter  the  time  the  enumerator  records  the 
answer  to  the  last  population  question.  This  may  be  when  he 
closes  his  books  and  getB  up  to  leave  or  thanks  the  respondent. 

Column  19  (Left  House)-  Enter  the  time  when  the  enumerator  steps 
over  the  threshold  on  leaving  a  housing  unit  and  the  door  closes. 

Column  20  (Stopped  Enumeration) .  Enter  the  time  the  enumerator 
reaches  hie  car  or,  if  he  is  walking,  the  time  he  reaches  the 
sidewalk  in  front  of  the  last  housing  unit  visited  and  indicates 
that  he  is  taking  a  break  from  his  enumerating  activities  or  that 
he  is  through  for  the  day. 

Column  21  (Reason  Stopped).  Enter  the  appropriate  code  to  show 
why  the  enumerator  stopped  his  enumeration  activities.   (If  code 
F  for  Field  Review  is  entered,  turn  the  page  over  and  make  appro- 
priate entries  in  columns  27  through  38  ob.  the  reverse  side.) 
(if  code  "0"  is  entered,  turn  the  page  over,  enter  the  page 
number  from  PH-1  or  PH-2  in  the  notes  section,  and  state  why 
the  enumerator  stopped.) 

Column  22  (Resumed  Enumeration) .  Enter  the  time  the  enumerator 
Btops 'his  car"  after  returning  from  an  enumeration  work  break. 
If  the  enumerator  isn't  driving  a  car,  enter  the  time  he  reaches 
the  sidewalk  in  front  of  the  first  housing  unit  where  enumeration 
will  be  resumed. 

Column  23  (Total  Other  Time).  Enter  in  minutes  the  difference 
between  the  entries  In  columns  20  and  22. 

Column  2k   (Completion  Statue).  Circle  the  appropriate  code  to 
indicate  completion  status: 

l.i  Circle  code  "C"  if  the  interview  was  completed  with  no  call- 
back required. 

2.  Circle  code  "N"  if  no  one  was  at  home  or  no  suitable  respon- 
dent was  available.  Include  cases  where  some  questions  were 
answered  but  a  callback  is  required. 

3.  Circle  code  "V"  if  the  housing  unit  was  vacant. 

4.  Circle  code  'CP"  if  the  housing  unit  was  completed  by  the 
cloeeout  procedure.  This  is  sometimes  done  by  getting  infor- 
mation from  neighbors  and  sometimes  in  other  ways.  Ask  the 
enumerator  each  time  no  one  was  home  whether  he  is  completing 
the  case  by  closeout  procedure.  If  so,  circle  "CP"  rather 
than  "N". 

Column  25  (If  "C"  or  "CP"  In  Col.  2 k,   Enter  Number  of  Persons). 
If  "C"  or  "CP"  waB  circled  in  column  24,  enter  the  number  of  per- 
sons  in  the  housing  unit.  Make  no  entry  otherwise.  Determine 
the  number  of  persons  in  the  housing  unit  by  asking  the  enumerator. 

Column  26  (Check  if  Unit  is  a  GQ). Enter  a  check  mark  if  the  unit 
was  a  group  quarters.  Make  no  entry  if  the  unit  is  not  a  group 
■naartere.  Ask  the  enumerator  if  you  are  in  doubt. 
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Notea  Section  on  Reverse  Side.  Describe  any  unusual  situation 
vhich  you  encounter  when  filling  out  columns  1  through  26  in  the 
notea  section  on  the  reverse  aide  of  the  form.  Enter  the  page 
no.  from  PH-1  or  PH-2  for  each  unit  requiring  a  note. 


Column  27  (Review  Number) 

oii 


As  the  instructions  for  column  21 
stated,  coiumna  27  through  38  are  to  be  completed  whenever  the 
enumerator  reports  for  Field  Review.  Circle  the  appropriate 
word  to  show  whether  thia  la  the  firat,  intermediate,  or  final 
review  for  the  EA  (enumerator  aaaignment).  An  enumerator  will 
usually  be  assigned  three  EA's  in  Stage  II,  so  he  will  have 
three  final  Field  Reviews. 

Column  28  (Reviewed  by).  Either  a  Crew  Leader  or  a  Field  Re- 
viewer  will  review  the  enumerator's  work.  Circle  a  code  to  show 
who  made  the  review.  FR  meana  Field  Reviewer,  and  CL  means 
Crew  Leader. 

Column  29  (Entered  Premiaes).  Enter  the  time  the  enumerator 
entered  the  place  where  the  Field  Review  is  conducted.  This 
will  be  the  time  the  door  ie  opened  and  the  enumerator  crosses 
the  threshold. 

Column  30  (Sat  Down  with  Reviewer).  Enter  the  time  the  enumer- 
ator  aits  down  on  a  chair  beside  the  Reviewer  to  begin  the  re- 
view . 

Column  31  (Corrected  Books  -  Start).  The  Reviewer  may  request 
the  enumerator  to  move  to  another  location  on  the  premiseB  and 
make  corrections  to  the  books  that  were  reviewed.  Enter  the 
time  the  enumerator  site  down  at  a  table  to  make  theee  correct- 
lone.  Describe  in  column  38  what  corrections  were  made.  ABk 
the  enumerator. 

Column  32  (Corrected  Books  -  Stop).  Enter  the  time  the  enumerator 
rises  from  his  chair  after  making  corrections. 

Column  33  (Other  -  Start).  Enter  the  time  the  enumerator  started 
on  any  other  activity  at  the  review  location,  including  waiting 
for  the  reviewer.  Describe  thia  activity  in  column  38.  All  time 
at  the  review  location  must  be  accounted  for. 

Column  34  (Other  -  Stop).  Enter  the  time  the  enumerator  completes 
the  activity  he  began  in  column  33. 

Column  35  (Payrolled  by  Crew  Leader  -  Start).  Enter  the  time  the 
Crew  Leader  began  the  payroll  proceBB.  You  should  be  able  to 
determine  when  this  operation  begins  by  following  the  Field 
Review  process,  but  ask  if  you  are  in  doubt.  An  enumerator  who 
has  three  EA's  in  Stage  II  will  be  paid  three  times. 

Column  36  (Payrolled  by  Crew  Leader  -  Stop).  Enter  the  time  the 
enumerator  rises  from  his  chair  after  having  been  payrolled  by 
the  Crew  Leader . 

Column  37  (Left  Premises).  Enter  the  time  the  enumerator  left 
the  premises .  This  will  be  the  time  he  opened  the  door  to  leave 
the  review  location. 

Column  38  (Remarks).  Describe  the  activities  performed  in  the  time 
intervals  you  recorded  in  columns  31-32  and  columns  33-31*. 

2.7  Section  IV,  Item  A  or  item  J — Time  Arrived  Home  or  Time  Left  Office 

When  the  enumerator  arrives  at  his  home  or  office  after  making  personal 
visits,  record  the  time  of  arrival  in  item  A  of  Section  IV.  When  the 
enumerator  leaves  his  office  or  stops  working  at  home,  enter  the  time 
in  item  J  of  Section  IV. 

2.8  Section  II — Conditions 

Mark  one  box  in  item  A  to  show  the  weather  conditions  most  prevalent 
during  the  period  when  the  enumerator  did  his  personal  visit  work.  In 
the  same  manner,  mark  one  box  in  item  B  to  show  the  most  prevalent 
ground  conditions.  Complete  this  section  even  if  the  enumerator  didn't 
go  out  et  all. 

2.9  Section  III— Units  Completed 

Follow  the  instructions  on  the  form  in  completing  Section  III.  The 
information  on  line  A  comes  from  Section  V.  The  data  on  line  B  come 
from  the  transcription  part  of  Section  VI,  while  the  information  on 
line  C  comes  from  the  telephone  follow-up  part  of  Section  VI . 

2.10  Section  IV— Time  and  Miles 

You  have  already  completed  items  A  and  B  and/or  items  J  and  K  of 
Section  IV.  Complete  the  remaining  items  as  follows: 

Item  C.  Enter  in  minutes  the  difference  between  A  and  B. 

Item  D.  Enter  the  time  the "enumerator  left  the  last  housing  unit  which 
he  visited  personally.  This  time  will  be  the  last  entry  in 
column  19  of  Section  V. 

Item  E.  Enter  the  time  the  enumerator  knocked  on  the  door  of  his  first 
housing  unit.  This  time  will  be  the  first  entry  in  column  9 
of  Section  V. 

Item  F.  Enter  in  minutes  the  difference  between  D  and  E. 


Item  G.  Enter  in  minutes  the  sum  of  oolumn  23  of  Seotlon  V.  However, 
exclude  from  this  total  the  times  for  any  activities  which 
took  place  before  knocking  on  the  first  door  or  after  leaving 
the  last  housing  unit. 

Item  H.  Enter  in  minutes  the  difference  between  F  ana  G. 

Item  I.  Enter  in  miles  the  sum  of  column  4  of  Section  V. 

Item  L.  Enter  in  minutes  the  difference  between  J  and  K. 

Item  M.  Enter  in  minutes  the  sum  of  column  55  of  Section  VI. 

Item  N.  Enter  in  minutes  the  difference  between  L  and  M. 

Item  0.  Enter  in  minutes  the  sum  of  items  H  and  N. 

3.0  DISPOSITION  OF  FORM 

Mail  the  F-406  to  your  Records  Supervisor  each  day  in  the  large,  brown, 
preaddressed  envelope  you  will  be  given.  No  postage  is  required.  Mail 
it  the  asms  day  you  completed  it,  once  you  are  certain  that  the  enumerator 
will  not  be  doing  any  more  work  that  day. 

After  the  enumerator  has  passed  final  Field  Review  in  his  last  EA  and  has 
turned  all  his  materials  over  to  his  Crew  Leader,  your  work  is  done.  Mail 
your  identification  card  with  your  last  shipment. 

4.0  HOW  TO  WORK  WITH  THE  ENUMERATOR 

It  will  be  up  to  you  at  the  end  of  each  day's  work  to  srrange  with  the  enumerator 
when  you  will  meet  him  before  he  begins  work  on  the  following  day.  If  he  is 
going  to  make  personal  visits  first,  you  should  meet  him  et  his  home,  because 
you  must  record  the  time  when  he  leaves  home.  If  he  is  going  to  his  office 
first,  you  should  meet  him  there.  If  he  goes  out  unexpectedly  in  the  evening, 
have  him  call  you  first  so  that  you  may  join  him.  Follow  these  rules  in  working 
with  your  enumerator: 

a.  Accompany  him  at  all  times  regardless  of  when  he  does  his  work.  Avoid 
causing  him  any  delay  in  starting  work  when  he  wishes  to  do  so. 

b.  Always  be  punctual  for  meetings  with  him. 

c.  Never  attempt  to  tell  him  how  to  do  his  job.  Your  only  function  is  to 
keep  records.  Avoid  "small  talk"  that  will  delay  or  distract  him.  He 
is  paid  on  a  piece  price  basis  and  time  is  money  to  him. 

d .  Listen  to  the  interview  and  look  at  your  copy  of  the  materials  while  he 
completes  the  enumeration.  You  can  get  much  of  the  information  you  need 
this  wsy.  If  you  do  have  to  ask  him  a  question,  do  so  after  you  have  left 
the  housing  unit.  Never  interrupt  an  interview  to  ask  a  question. 

e.  Remain  with  him  throughout  the  entire  period.  If  you  sre  sbsent  for  even 
one  day,  we  will  not  have  a  complete  enumeration  picture.  This  means  that 
you  should  ask  ti  '   excused  from  accompanying  him  only  in  case  of  extreme 
e.  ::■■  ,'ncy.   If  sucii  an  emergency  should  arise,  notify  your  Records 

Sut -  -  1  Tor  immediately. 

f .  Do  not  discuss  your  work  with  him.  His  own  job  is  all  he  has  time  to 
worry  about. 

g.  If  a  respondent  questions  your  presence,  let  the  enumerator  explain 
why  you  are  there. 

h.  Do  not  combine  your  work  as  a  Records  Clerk  with  any  other  Job,  such 
as  selling  magazine  subscriptions,  collecting  information  for  directory 
publishers,  or  selling  or  advertising  articles  of  any  kind. 

i.  Refrein  from  political  activities  during  your  employment.  Do  not  leave 
cards  or  other  literature  supporting  any  candidate  for  political 
office.  Do  not  argue  or  debate  the  merits  of  either  candidates  or 
political  issues. 

5.0  ACCIDENT  PREVENTION  AND  COMPENSATION 

As  an  employee  of  the  Federal  Government  you  are  entitled  to  medical  care 
or  compensation  if  you  are  injured  "in  the  performance  of  duty".  These 
benefits  are  regulated  by  the  Bureau  of  Employees'  Compensstion,  Department 
of  Labor. 

5.1  Safety  precautions 

Make  "Safety  First"  your  slogan.  Be  on  the  lookout  for  these  hazards  of 
enumerating: 

a.  Mean  dogs.  Take  no  chances  with  vicious-looking  dogs.  If  you 
cannot  get  the  attention  of  the  owner  of  the  dog,  try  to  arrange 
an  appointment  with  the  owner  by  telephone. 

b.  Falls ■  Reduce  the  possibility  of  falls  by  stepping  cautiously  on 
dark  or  rickety  stairs  and  uneven  walks.  Do  not  take  short  cuts 
when  the  footing  is  difficult. 

o.  Automobile  accidents.  Give  full  attention  to  driving  when  you  use 
your  car.  Always  get  out  of  your  car  on  the  curb  side. 

5.2  What  to  do  in  case  of  accident 

If  you  are  injured,  get  first  aid  from  the  nearest  source.  Then  report 
the  injury  to  your  Records  Supervisor  as  soon  as  possible.  Get  names 
and  addresses  of  any  witnesses  to  the  accident.  If  further  treatment 
is  needed,  your  Records  Supervisor  will  inform  you  where  to  obtain  it. 
He  will  also  give  you  the  necessary  forms  for  your  official  reporting 
of  the  accident,  which  is  necessary  for  free  medical  care  .or  com- 
pensation . 
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"NOTE*  TTO"  RECORDS  SU:F12HViSC*R:     Tbe  following  materials  are  listed  in  the 
oilier  -ire  wfelun  you  will  use  ttaem  during  training.     A  copy  of  those 
marked  with  an  asterisk,  should  be  at  each  trainee's  place  before  the 
ffesVion  "heglnfl, 

1.  Name  card* 

2.  ID  Cards 

3.  Household  Questionnaire 
k.  Stage  II  FOSDIC  page* 

5.  Exhibit  10* 

6.  Exhibit  11* 

7.  Exhibit  9* 

8.  F-410  (Instructions)* 

9.  Blank  F-iK)6* 

10.  Envelopes 

11.  Payroll  forms  11-30B 

12.  Payroll  forms  ll-209a 

We  believe  that  this  training  will  take  about  four  hours.  Take  as  much 
time  as  you  need  to  do  a  thorough  Job  without  either  rushing  or  lagging. 
Schedule  a  fifteen  minute  rest  period  at  mid-morning.  If  you  see  that 
the  session  will  extend  into  the  afternoon,  break  at  noon  time  for  an 
hour's  lunch. 


Points  Covered 


5.  Purpose  of 
Stage  II 


Discussion  Material 
"  j~    "■■~  ' '—  " 

You  will  have  to  work  the  Bame  hours  as  the  enu- 
merator whom  you  are  to  accompany.  If  he  works 
daylight  hours,  you  will  work  daylight  hours.   If 
he  works  In  the  evening,  you  will  have  to  accompany 
him  then.  Whether  he  works  six  hours  or  ten,  you 
will  be  expected  to  stick  with  him. 

We  will  go  into  your  job  in  more  detail  during  this 
training,  of  course.  But  are  there  any  questions 
about  what  was  Just  said  about  your  work. 


Answer  only  questions  about  the 
job  description.  Defer  other 
questions . 


In  Stage  I,  the  enumerator  left  a  Household  Question- 
naire at  every  fourth  household. 


Instruction  in  payroll  ferae  has  been  left  out  of  this 
Guide. 

If  any  of  the  trainees  are  new  to  the  program,  they  will 
require  instruction  in  the  payroll  forms  and  should  be 
asked  to  stay  after  class  to  receive  that  training.  The 
F-^16  (Stage  I  Guide)  contains  the  training  material  for 
payr oiling. 


Points  Covered 


1.  Welcome 


2.  New  ID  Card 


Confidential 
Nature 


Review  of  Job 
Description 


l>ibCUBsIon  Material 


Good  morning,  I  am 


,  your  supervisor. 


Hold  up  your  Hame  Card 


Just  as  in  Stage  I,  I  will  train  you,  check  your 
work,  add  help  you  with  your  problems .  As  I  call 
your  name,  please  hold  up  your  hand. 


Call  the  roll 


Those  of  you  who  worked  in  Stage  I  returned  your 
ID  cards  to  me  with  your  last  shipment.  I  have 
them  with  me  today  and  will  return  them  to  you  now. 


Distribute  Cards 


Is  there  anyone  who  does  not  have  an  ID  c*rd? 


Obtain  ID  cards  for  any  trainee 
who  does  not  have  one 


Wear  this  card  whenever  you  accompany  an  enumera- 
tor. If  you  lose  this  ID  card  notify  me  im- 
mediately. You  must  return  this  card  to  me  at 
the  end  of  your  assignment. 

In  your  oath  of  office  you  swear  to  uphold  the 
confidential  nature  of  census  information.  You 
must  never  reveal  any  information  which  you  might 
learn  while  doing  your  Job  to  any  unauthorized 
person.  This  restriction  applies  to  members  of 
your  own  familiCB. 

You  were  given  a  sheet  of  paper  called  "Information 
for  Records  Clerks"  which  gave  you  some  idea  of  what 
you  would  be  doing.  Let's  review  some  of  the  points 
mentioned  in  that  paper. 

You  will  be  paid  $1.60  an  hour  for  your  work  and  for 
the  training.  You  will  work  with  one  enumerator, 
accompanying  him  each  day  and  keeping  a  detailed 
record  of  all  hie  census  work,  You  are  needed  for 
this  Job  because  the  records  required  are  too  de- 
tailed for  the  enumerator  to  keep  and  still  do  his 
regular  Job  in  a  satisfactory  manner. 


6. 


Four  Basic 

Steps 


Exhibit  of 
F-lK)6 


Hold  up  Household  Questionnaire 


This  Questionnaire  was  to  be  filled  out  by  the  house- 
holder and  mailed  to  the  Census  District  Office. 
The  purpose  of  Stage  II  of  the  census  is  to  obtain 
the  required  sample  Information  for  all  persons 
and  housing  units  (including  group  quarters)  who 
were  designated  in  the  sample  in  Stage  I. 

In  other  words,  the  Stage  II  enumerator  will  get 
additional  information  for  the  people  and  the  hous- 
ing units  already  entered  In  his  Stage  II  FOSDIC 
Book. 


Hold  up  a  FOSDIC  page. 


The  information  collected  in  Stage  I  will  already 
have  been  transcribed  to  this  book.  In  the  upper 
left  corner  of  the  housing  section  of  this  page, 
the  page  number  from  the  Stage  I  book  will  have 
been  entered  for  identification  purposes. 


Point  to  this  item. 


There  are  four  basic  steps  in  Stage  II  enumeration. 
The  first  step:  The  enumerator  will  arrange  the  re- 
turned Household  Questionnaires  in  the  same  order 
in  which  the  units  appear  In  the  Listing  Book. 
The  second  step:  He  will  copy  or  transcribe  the 
Information  from  the  Household  Questionnaires  to 
the  sample  FOSDIC  schedule  book. 

The  third  step:  He  will  call  or  visit  housing  units 
which  returned  incomplete  Household  Questionnaires  to 
obtain  the  additional  Information. 
The  fourth  step:  He  will  visit  sample  units  which 
did  not  return  a  Household  Questionnaire. 

Now  that  we  know  something  about  the  enumerator's 
job  and  materials  in  Stage  II,  let's  find  out  about 
your  job. 
Turn  to  Exhibit  10.  You  have  a  copy  on  your  desk. 


Pause  while  trainees  find  Exhibit.  I 


Those  of  you  who  worked  in  Stage  I  will  recognize 
that  it  looks  quite  similar  to  the  form  you  were 
using  there.  If  you  did  not  work  in  Stage  I,  it 
may  appear  somewhat  complex  at  first,  but  I  think 
you  will  find  that  it  is  not  as  difficult  as  it 
looks. 


Read  the  following  material  slowly 
so  that  the  trainees  can  follow 
the  Exhibit  as  you  read. 
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Let's  look  at  the  first  line  of  this  Exhibit.  The 
enumerator  is  working  in  ED  17-31*.  Her  mileage 
reading  when  she  left  home  was  26l.  When  she  stop- 
ped near  the  firBt  housing  unit,  the  mileage  reading 
waB  267.  In  other  words,  she  drove  6  .miles  to  get 
there . 

The  first  housing  unit  she  called  at  was  the  one 
listed  on  page  20  of  the  Stage  I  ED  Book.  This  was 
her  first  personal  visit  to  that  housing  unit.  This 
unit  had  not  returned  a  Household  Questionnaire  in 
the  mail.  Therefore  complete  information  was  needed. 

The  enumerator  knocked  on  the  door  at  9:23  and  it 
opened  at  the  same  time.  She  started  asking  the 
housing  questions  at  9:2^  and  finished  at  9:29. 
She  then  continued  with  the .population  questions, 
finishing  at  9:36.  She  left  the  house  at  9:38. 
The  interview  was  completed,  there  were  2  persons  in 
the  housing  unit,  and  the  place  was  not  a  group 
quarters.  Are  there  any  questions  atoout  the  first 
line? 


Points  Covered 


Answer  questions 


J 


Let's  go  on,  then,  to  the  second  line.  The  enu- 
merator had  to  drive  to  the  next  housing  unit.  Her 
mileage  reading  when  she  started  was  26?.  When  she 
arrived,  It  was  269.  She  thus  drove  2  miles  between 
the  housing  unitB. 

ThlB  housing  unit  was  on  page  23  of  the  Stage  I  ED 
Book.  It  was  the  first  personal  visit  to  this  unit. 
This  unit  had  returned  a  Household  Questionnaire, 
hut  it  was  incomplete.  Therefore,  only  partial  in- 
formation Is  required  at  this  unit. 

The  enumerator  knocked  on  the  door  at  9:44  and  it  was 
opened  at  9:45.  The  Household  Questionnaire  con- 
tained complete  answers  to  the  housing  questions,  so 
the  enumerator  had  to  ask  only  population  questions. 
She  started  at  9:47  and  finished  at  9:56.  She  left 
the  house  at  the  same  time. 

This  interview  was  also  completed.  There  were  6 
persons  in  the  unit  altogether,  and  the  place  was 
not  a  group  quarters .  Are  there  any  questions  about 
this  line? 


Answer  questions 


On  the  fourth  line,  we  see  that  the  enumerator 
knocked  on  the  door  at  10:2*4-  and  left  at  10:25 
after  finding  no  one  at  home.  He  entered  an  "N" 
In  column  24. 

At  the  next  housing  unit,  he  knocked  at  10:32,  and 
left  at  10:33,  after  discovering  that  the  place  was 
vacant.  He  entered  a  "V"  in  column  24. 

At  10:33  the  enumerator  stopped  work  to  take  care 
of  some  personal  business.  She  returned  at  11:05, 
having  spent  32  minutes  away "from  the  job. 

On  the  last  line,  we  see  that  the  enumerator  stopped 
work  at  1:5?  to  have  her  work *  reviewed .  The  reverse 
side  of  the  form  shows  what  happened  at  the  Field 
Review  location. 


We  see  that  this  was  her  first  review  and  that  it 
was  conducted  by  her  Crew  Leader.  She  arrived  at 
the  review  location  at  2:13  and  sat  down  with  the 
Crew  Leader  at  2:17.  The  Field  Review  ended  at 
2:53,  at  which  time  the  enumerator  sat  down  at 
another  desk  to  make  the  corrections  described  in 
column  38- 

The  corrections  were  completed  at  3:12.  From  3:1? 
until  3:23>the  enumerator  waited  to  be  payrolled  by 
the  Crew  Leader.  Payrolling  took  place  from  3:23 
to  3;44. 

At  3:44,  the  enumerator  stopped  to  have  a  BOft  drink 
with  the  Crew  Leader.  She  left  at  3:53*  Note  that 
all  time  at  the  review  location  was  accounted  for. 
Are  there  any  questions? 


Pause  for  questions 


We  have  just  been  looking  at  Section  V  of  the  F-406, 
which  covers  the  personal  visits  that  an  enumerator 
makes.  A  good  part  of  his  job,  however,  does  not 
require  personal  visits.  Transcribing  Household 
Questionnaires  and  telephoning  units  which  mailed 
incomplete  Household.  Questionnaires  is  work  which 
most  enumerators  do  at  home.   However,  we  have  made 
special  arrangements  for  the  enumerators  whom  you 
will  be  observing.  An  office  with  a  desk  and 
telephone  has  been  rented  so  that  you  can  observe 
transcription  and  telephone  follow-up  without  dis- 
rupting the  enumerator's  home.  The  enumerator 
may  not  mind  your  presence  in  his  home  while  he 
does  census  work  and  prefer  to  work  there.  That 
arrangement  is  satisfactory,  providing  that  he  does 
no  census  work  in  your  absence.  However,  wait  for 
the  enumerator  to  suggest  this. 

Records  for  the  work  done  on  transcription  and 
telephone  followup  will  be  kept  on  the  section  VI 
sheets  of  F-406.  Look  at  Exhibit  11. 

Columns  39  through  45  are  reserved  for  transcription. 
Columns  46  through  52  apply  to  telephone  followup. 
The  remaining  columns  are  for  any  other  activities 
performed  in  the  office  (or  at  the  enumerator's 
home,  if  he  chooses  to  work  there). 

The  first  line  of  the  exhibit  shows  that  the  enumera- 
tor transcribed  a  Household  Questionnaire  from  4:57 
to  5:13*  The  questionnaire  came  from  ED  17-34.  The 
page  number  from  the  Stage  I  book  was  72.  It  was 
complete  and  there  were  5  persons  in  the  housing  unit. 

He  transcribed  another  Household  Questionnaire  between 
5:13  and  5:32.  This  was  also  in  ED  17-34  and  the 
Stage  I  page  number  was  75-  The  Household  Question- 
naire was  complete,  and  there  were  7  persons  in  the 
housing  unit. 

The  enumerator  then  took  time  out  for  a  personal  er- 
rand from  5:32  to  5:37-  Note  that  all  time  spent  in 
the  office  is  accounted  for. 

At  5 : 58,  the  enumerator  shifted  to  telephone  follow- 
up  work,  so  the  entries  were  made  in  the  telephone 
follow-up  section  of  the  form-  Are  there  any  ques- 
tions about  this  exhibit? 


Wait  for  trainees  to  turn  page  over 


Answer  questions. 
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Instructions  to 
Records  Clerks 


The  last  exhibit  we  will  look  at  is  Exhibit  9.  ThlB 
has  the  first  four  sections  of  the  F-U06  and  is  a 
summary  of  all  work  performed. 

Section  I  contains  identification.  Section  II  de- 
scribes the  weather  and  ground  conditions.   Section 
III  is  a  summary  of  what  the  enumerator  accomplished 
on  this  day.  Part  A  shows  how  many  housing  units  and 
persons  were  completed  by  personal  visit.  This  in- 
formation comes  from  Section  V.  Part  B  is  a  summary 
of  the  work  done  on  transcription.  Column  1  shows 
the  number  of  Household  Questionnaires  transcribed, 
while  columns  2  and  3  show  the  number  of  housing 
units  and  persons  completed.  This  information  comes 
from  Section  VT.   Section  C  is  a  record  of  the  number 
of  housing  units  and  persons  completed  by  telephone 
f ollowup . 

Section  IV  is  a  summary  of  the  time  spent  and  miles 
driven  during  the  day  while  the  enumerator  was  away 
from  home.  The  first  column  of  entries  covers  per- 
sonal visit'time.   Time  spent  in  the  office  is  in 
the  second  column.  Are  there  any  questions  about 
this  exhibit? 


Answer  questions 


Now  that  we  have  seen  what  a  completed  F-U06  looks 
like,  let's  take  a  careful  look  at  the  detailed  in- 
structions for  filling  out  this  form.  Turn  to 
form  F-^10,  your  instructions. 


Hold  up  a  copy  of  F-410. 


Also  keep  a  blank  copy  of  T-ko6   at  hand. 

,  would  you  please  turn  to  page  1  and  read 

section  2.1  to  the  classt 


Pause  while  the  section  is  read. 


Those  of  you  who  worked  in  Stage  I  will  recognize 
those  rules.  ,  please  read  section  2.2. 


Pause  for  reading 


If  the  enumerator  does  only  office  work  on  a  par- 
ticular day,  section  V  will  have  no  entries.  And 
if  the  enumerator  makes  personal  visits  all  day, 
there  will  be  no  entries  in  section  VT.  If  he  does 
both  office  and  field  work,  both  sections  will  be 
completed. 

Please  read  section  2.3  of  the  instructions  to  your- 
selves . 


Your  District  Office  city  is 
four  digit  code  is  


Section  IV,  item  B  or  item  K  is  the  next  item  that 
you  complete,  depending  on  whether  the  enumerator  goes 
first  to  the  office  or  to  the  field  for  personal 
visits. 

Then  you  complete  section  V  or  section  VI  of  the 
form.  Detailed  instructions  for  section  VT  start  on 
page  3  of  your  instructions.  I  would  like  to  have 
you  read  to  yourselves  the  instructions  Tor  columns 
39  through  U5. 


Pause  for  reading 


You  should  arrange  to  sit  to  the  right  of  the  enu- 
merator so  that  you  can  see  his  materials  and  will 
not  have  to  keep  asking  him  for  the  information  you 
need  to  complete  the  forms . 

Are  there  any  questions  about  these  columns? 


Answer  questions 


would  you  please  read  to  the  class  the 


Instructions  for  columns  h6   and  h~I1 


Pause  for  reading 


column  53? 


_,  would  you  read  the  instructions  for 


Pause  for  reading 


column  56? 


,  would  you  read  the  instructions  for 


Pause  for  reading 


Are  there  any  questions  about  the  instructions  for 
section  VI? 


Pause  for  questions 


I  would  like  to  have  you  read  to  yourselves  the  in- 
structions for  section  V  which  are  on  pages  6-8,  after 
which  I  will  ask  you  some  questions.  This  will  take 
you  through  column  23  of  section  V-   It  Is  a  lot  of 
reading  but  since  you  all  have  seen  an  exhibit  of  the 
form  and  since  some  of  you  worked  with  a  similar  form 
in  Stage  I,  I  don't  think  you  will  have  any  trouble 
with  the  instructions. 


Allow  time  for  most  of  the  trainees 
to  finish  the   reading.   Read  the 
pages  yourself  to  get  some  idea  how 
long  it  is  taking. 


Q.  How  do  you  decide  whether  to  use  column  k  or 
column  5? 

A.  Column  k   is  only  for  miles  between  housing  units, 
all  other  mileage  goes  in  column  5-   Miles  driven 
to  get  to  the  first  housing  unit  and  to  return 
home  go  in  column  5 • 

Q.  If  you  enter  an  F  in  column  21,  what  is  the  proper 
procedure? 

A.  Turn  the  page  over  and  make  appropriate  entries 
on  the  reverse  side . 

,  would  you  read  to  the  class  the  in- 


structions for  columns  2k   through  26? 


Pause  for  reading. 


Now  read  to  yourselves  the  instructions  for  columns 
27  through  38. 


Pause  for  reading. 


Are  there  any  questions  about  these  columns? 


Answer  questions. 


The  next  item  to  be  completed  is  item  A  or  item  J  of 
section  IV,  depending  on  whether  the  enumerator  left 
his  office  or  finished  making  personal  visits. 
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9 •  Practice 
Exercise 


Discussion  Material 

After  that,  you  complete  section  II,  Conditions, 
and  section  III,  Units  Completed. 

Then  you  complete  those  items  of  section  IV  which 
have  not  previously  been  taken  care  of. 

,  would  you  please  turn  to  page  12  of 


the  instructions  and  read  section  3.0? 


Pause  for  reading. 


I  will  read  section  ^.0  of  the  Instructions  to  you. 
They  are  rather  important  since  I  want  you  to  main- 
tain a  harmonious  relationship  with  the  enumerator. 


Read  section  U.O  on  page  12. 


Are  there  any  questions? 


Pause.   Answer  questions. 


I  am  going  to  give  you  an  opportunity,  now,  to  practice 
what  you  have  learned  about  your  Job.  We  will  conduct 
a  practice  exercise,  with  me  playing  the  role  of  the 
enumerator,  and  you  making  entries  on  a  blank  F-ko6. 


Read  the 

following 

»xerci 

;e 

slowly . 

Give  trainees  an 

op- 

portunity  to  record 

each 

activity  before  you 

go  on 

to 

the  next 

9.  Practice  Exercise    1. 


3. 
4. 
5. 
6. 


I  am  Mary  Smith,  the  Enumerator.  I  am  working 
in  your  Enumeration  District. 

lou  are  the  Records  Clerk  who  will  be  accompanying 
me  on  Enumeration  visits  I  make. 
The  date  is  April  22,  I960. 
I  enter  my  car  at  9:10  AM, 
The  car  mileage  reading  is  30,589. 
I  drive  to  ED  7-10N,  where  I  am  going  to  make  all 
my  calls  today.  I  park  my  car  ,.  my  mileage  reading 
is  30,597.  The  housing  unit  I  am  going  to  visit 
has  a  Stage  I  page  number  of  23. 
At  9:18  AM  I  knock  on  the  door  of  the  Brown 
residence. 

This  is  my  first  visit  to  the  Browns j  however,  I 
only  need  information  about  the  population  ques- 
tions. 

Mrs.  Brown  answers  the  door  at  9:20  AM. 
I  introduce  and  identify  myself,  enter  the  house, 
and  am  seated. 

At  9:22  I  ask  Mrs.  Brown  the  first  population 
question. 
12.  At  9:25  I  complete  the  enumeration  of  the  Brown 
household  which  has  5  persons.  I  gather  up  my 
papers,  thank  Mrs.  Brown  and  step  outside  at 
9:26. 

I  walk  to  the  house  next  door,  where  the  Johnsons 
live.  This  is  my  second  call  to  this  household, 
and  I  need  complete  information  for  the  Housing 
and  Population  questions.  The  page  No.  from 
PH-1  or  PH-2  is  29. 


9. 
10. 


11 


13 


14.  It  is  9:28  and  I  knock  on  the  door. 

15.  I  wait  a  while  but  no  one  answers. 

16.  It  is  9:29.   I  step  off  the  Johnson  porch  and 
walk  to  my  car. 

17.  I  get  in  my  car  and  drive  to  the  Petersen  residence. 
My  mileage  reading  is  30,603  when  I  park  my  car. 
The  PH-1  or  PH-2  page  No.  is  47. 

18.  At  9:40,  I  knock  on  the  door  of  the  Petersen 
residence. 

19.  This  is  my  first  visit  to  the  Petersen  household 
and  I  need  complete  information  for  the  Housing 
and  Population  questions. 

20.  Mrs.  Petersen  answers  the  door  at  9:41. 

21.  I  introduce  and  identify  myself,  enter  the  house, 
and "seat  myself. 

22.  At  9:42  I  ask  Mrs.  Petersen  a  Housing  Question. 
I  make  the  last  mark  in  the  housing  section  at 
9:45. 

23.  At  9:45  I  ask  Mrs.  Petersen  a  Population  question. 
She  and  her  husband  are  the  only  occupants  of  this 
household . 

24.  At  9:48  I  complete  the  last  population  item. 

25.  I  gather  up  my  papers,  thank  Mrs.  Peterson  and 
step  outside  at  9:50. 

26.  I  walk  to  my  carj  it  is  9:51  and  I  decide  to  take 
a  coffee  break  before  continuing  my  enumeration 
trips . 

27.  I  drive  my  car  to  a  coffee  shop  and  get  myself- 
a  cup  of  coffee. 

28.  It  lfl  10:10  when  I  park  my  car  in  front  of  the 
next  residence  I  am  going  to  enumerate.  My 
mileage  reading  is  30,612. 

29.  At  10:11  I  knock  on  the  door  of  the  Miller 
residence.  This  is  my  first  visit  and  I  need 
complete  information.  The  PH-1  or  PH-2  page  No. 
is  59. 

30.  At  10:12  the  door  is  opened  by  the  housekeeper. 

31.  The  housekeeper  explains  she  is  the  only  one  there, 
I  find  out  from  the  housekeeper  the  best  time  to 
make  a  callback. 

32.  At  10:13  I  step  off  the  porch  of  the  Miller  home, 

33.  I  return  to  my  car  and  drive  to  the  next  housing 
unit.  My  mileage  reading  is  30,616. 

34.  It  is  10:31  when  I  knock  on  the  door  of  the  Reed 
housing  unit.  This  is  my  first  visit  but  I  only 
need  information  about  population.  The  PH-1  or 
PH-2  page  No.  is  73. 

35.  Mrs.  Reed  answers  the  door  at  10:32.  I  introduce 
and  identify  myself. 

36.  At  10:32  I  ask  Mrs.  Reed  a  Population  question. 

37.  At  10:34»  a  visitor  knocks  on  the  door  and 

Mrs.  Reed  excuses  herself  and  goes  to  answer  the 
door. 

38.  At  10:41  Mrs.  Reed  returns  and  I  resume  the 
enumeration. 

39.  At  10:43  I  complete  the  enumeration.  There  are 
six  people  in  the  Reed  household. 

40.  I  step  outside  at  10:44- 

41.  I  have  an  appointment  for  my  first  Field  Review. 

42.  It  is  10:45  when  I  get  in  my  car.   I  drive  to 
the  review  location  and  park  my  car.  My  mileage 
reading  is  30,624. 
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43*     At  10:56  I  enter  the  premises. 


44. 

45. 
46. 
47. 
48. 


49. 


At  11:00  I  am  seated  with  a  Field  Reviewer. 

At  11:33  I  start  correcting  errors  on.  my  books. 

At  11:47  I  have  completed  my  corrections. 

It  is  11:49  and  I  leave   the  premises. 

I  get  in  my  car  and  go  home  for  lunch.     The  time 

is  12:06  when  I  turn  off  the  ignition  of  my  car. 

My  mileage  reading  is  633.      I  eat  my  lunch  and 

go  to  my  office  at  1:03.     My  mileage  reading  is 

642. 

At  1:09  I  sit  down  at  a  desk,  arrange  my  work 

for  transcribing  from  questionnaires  to  schedules. 

I  complete  transcriptions  for  the  following 

housing  units.   I  work  steadily.  As  soon  as  I 

finish  one  unit,  I  start  on  another  one. 


Page  No. 

from 

Started 

No.  of 

PH-1  or 

PH-2 

TranaeriDtion 

Completed 

Persons 

37 

1:09 

1:39 

3 

39 

1:39 

1:58 

5 

40 

1:58 

2:29 

2 

46 

2:29 

3:01 

4 

47 

3:01 

3:33 

4 

51 

3:33 

4:11 

3 

52 

4:11 

4:41 

6 

57 

4=41 

4:52 

2 

All  Household  Questionnaires  were  complete  except 
those  with  page  numbers  40  and  47. 


10.  Supplies 


50.  At  4^52  I  gather  up  my  work  and  arise  from  the 
desk. 

51.  At  4:58  I  leave  the  office  and  drive  home.   I 
arrive  home  at  5:12.  My  mileage  reading  is  65I. 
The  day  was  clear  but  there  was  snow  on  the  ground. 


Give  trainees  a  chance  to  finish  the  summary 
page  of  the  F-406.  Then  use  your  "Key  to 
Exercise  4"  to  see  if  they  completed  the 
exercise  correctly.  Ask  members  of  the  class 
to  read  you  the  answers  they  have,  which  you 
compare  with  the  key. 


You  have  now  learned  how  to  do  your  job.  If  you  run 
into  any  problems  which  need  my  attention,  be  sure  to 
call  me. 

Before  you  leave,  I  want  to  be  sure  that  each  of  you 
knows  the  name,  address,  and  telephone  number  of  the 
enumerator  you  will  accompany. 


Give  trainees  this  information 
if  they  do  not  already  have  it. 


I  also  want  to  be  sure  that  you  have  all  the  materials 
you  will  need  to  do  the  job. 


Distribute  bulk  supplies  of  F-406, 
envelopes,  and  payroll  forms  11-30B 
and  10-209a. 
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Appendix  C,  Stage  II  Enumeration-Continued 


FORM  60-1 1-44* 

B-2S-S0I 

U.S.  DEPARTMENT  OF  COMMERCE 
BUREAU  OF   THE   CENSUS 

1.  DATE 

5.  OBSERVATION  NO. 

SPECIAL  RECORDS  PROGRAM 

2.  OBSERVER 

6.    TIME 

1    •-  Aim  l«i 

STARTED 

1  r-4W|UBWRTAiiunur  i  KAnav.mr  ■  iun>  hru 
FOLLOW-UPS 
18TH  DECENNIAL  CENSUS  -  1960 

3.  QC  CLERK 

STOPPED 

4.  DISTRICT  OFFICE 

ELAPSED 

TRANSCRIPTION 

TELEPHONE   FOLLOW-UP 

PER  UNIT 

PER  PERSON 

PER  UNIT 

PER  UNIT 

PER  UNIT 

PER  UNIT 

OPEN    AND  POSITION 
QUESTIONNAIRE; 

OPEN   FOSDIC    BOOK 
TO  CORRECT  PACE 

FOR   QUESTIONNAIRE 
(») 

COPY    INFORMATION 
FROM   QUESTIONNAIRE 

TO  SCHEDULE 

(b) 

MARK   IN   LISTING   BOOK 

UNITS  REQUIRING  A 

FOLLOW-UP 

(c) 

CHECK 

IF  UNIT 

CO. 

(d) 

CHECK   LISTING    BOOK   AND 
PH-t   OR   PH-2   FOR 
INFORMATION  NEEDED 
AND  LOCATE  RESPOND- 
ENTS TELEPHONE  NO. 

(e) 

DIAL   1 

NUMBER 

(0 

TELEPHONE   INTERVIEW 

AND   COPY    INFORMATION 

TO  SCHEDULE 

GO 

CHECK 
IF   UNIT 

G.Q. 

00 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL, 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

1 

1 

i 

1 

; 

1  Element  -  begins  when  Enumerator  picks  up  phone  and  ends  when  she  says  hello  or  hangs  up  receiver  when  no  answer. 

U.  S.  DEPARTMENT  OF  COMMERCE 
Bureau  of  the  Census 
Washington  25,  D.  C. 

April  20,  I960 

I960  CENSUS  SPECIAL  RECORDS  PROGRAM  MEMORANDUM  NO.  19 

To:      District  Supervisor 

Attention:  Records  Supervisor 

Special  Records  Program 

From:     Robert  B.  tfoight 

Chief,  Field  Division 

Subject:  Management  Analyst  Observations  During 
Stage  II  Enumeration 

Your  Records  Clerks  will  be  accompanying  enumerators  to 
see  how  long  it  takes  to  perform  such  operations  as 
transcription,  telephone  followup  and  interviewing.  In 
addition,  a  Kanagement  Analyst  will  be  visiting  some  of 
the  enumerators  from  time  to  time  to  observe  these  same 
activities .  This  means  that  on  occasions  when  the  Man- 
agement Analyst  makes  his  study,  he  and  a  Records  Clerk 
will  both  be  observing  the  enumerator. 

Please  inform  your  Records  Clerk  of  this  fact  at  your 
Stage  II  Records  Clerk  Training  Session  or  as  soon  as 
possible  afterwards. 

Attached  is  a  supply  of  a  memorandum  to  Crew  Leaders 
concerned  with  the  Special  Records  Program 


U.  S.  DEPARTMENT  OF  COMMERCE 
Bureau  of  the  Census 
Washington  25,  D.  C. 

April  20,  I960 


MEMORANDUM 


To: 


From: 


Sub j  ect : 


Crew  Leader 

Crew  Leader  District 

Robert  B.  ifoight 
Chief,  Field  Division 


Management  Analysts  Study  of  Transcription 
and  Telephone  Followup  Work 


Please  inform  enumerators  in  your  crew  who  will  be 
accompanied  by  a  Records  Clerk  during  Stage  II  that  a 
Management  Analyst  will  also  be  visiting  with  them  for 
short  periods  of  time  to  observe  some  of  their  trans- 
cription and  telephone  followup  work.  This  means  that 
when  the  Management  Analyst  makes  this  study,  he  and 
the  Records  Clerk  will  both  be  with  the  enumerator. 


cc :  Regional  Field  Directors 
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1960  CENSUSES  OF  POPULATION  AND  HOUSING 
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FORM    60- I  1-45 1 
(6-28-60) 

SUMMARY  OF  COMPLETION  STATUS  COOES  -  FORM  F-H06,  SPECIAL  RECORDS  PROGRAM 


U.S.  DEPARTMENT  OF  COMMERCE 
BUREAU  OF  THE  CENSUS 


DISTRICT  OFFICE 


ENUMER ATOS 


PAGE  1 


"1 


REC0RD8  CLERK 


FORM     60-11- 
(3-  30-6  1) 


U.S.  DEPARTMENT  OF  COMMERCE 
BUREAU   OF   THE  CENSUS 


F-456  1     DAILY    SUMMARY    DATA    FOR    STAGE    II    ENUMERATION 

SPECIAL    RECORDS    PROGRAM 

I960    CENSUS   OF    POPULATION    AND    HOUSING 


1.  District  office 

2.  Enumerator 
T 


ED's 


3.    Sampling  weight 


5.    Type  of  area 


Conditions 


Weather 

(a) 


Ground 

(b) 


Personal  visits 


Time 
to  and 

from 
en  urn. 

(c) 


Miles 

to  and 

from 


Other 
miles 


(e) 


Other 
time 


(0 


Per 

soaal 
time 

(8) 


Work  at  home 
or  office 


Other 
time 

(h) 


Per- 
sonal 
time 

(0 


Field    review 


Travel 
time 

(i) 


Travel 

miles 


(k) 


Type 

of 
review 

(1) 


Total 
time 


(m) 


Waiting 
time 

(n) 


Review 
time 


(o) 


Cor- 
rection 
time 

(p) 


Payroll 
time 

(1) 


Other 
time 

(t) 


Apr 


1    18 


Apr 


1    19 


Apr; 


1    20 


Apr 


1    21 


Apr 


1    22 


Apr 


1    23 


Apr 


1    25 


Apr 


1    26 


May      3 


May      4 


May       5 


Ma 


Total,    page   1 


Total  all  pages 


Weighted  Total 
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form  60-11-455 

(4.12-61) 

U.S.  DEPARTMENT  OF  COMMERCE 

BUREAU   OF   THE   CENSUS 

"dTs'trict' 

3FFICE 

HOUSING   UNIT   DATA   SHEET   FOR   STAGE   II    ENUMERATION 

SPECIAL    RECORDS    PROGRAM 
1960    CENSUS    OP    POPULATION    AND    HOUSING 

1     r-*=»l 

ENUMERATOR 

ED 

PACE 

NUMBER 

FROM 

PH-1 

OR    PH- 2 

CODE 

RESULTS 

TRANS- 
CRIPTION 
TIME 

TELEPHONING 

PERSONAL    VISITS 

NUMBER 

OF 
PERSONS 

OAY  COMPLETED 

TIME 

NUMBER  OF  CALLS 

BETWEEN 
HOUSINS 

UNIT 
TIME 

BETWEEN 

HOUSING 

UNIT 

MILES 

WITHIN  HOUSING  UNIT  TIME 

NUMBER  OF  VISITS 

FOR   U.S. 

FOR 
THIS 
ENUM. 

SUCCESS- 
FUL 

UN  SUC 
CESSFUL 

TOTAL 

ENTRY 

INTRO- 
DUCTION 

HOUSINC 

POPU- 
LATION 

INTER- 
RUPTION 

LEFT 
HOUSE 

SUCCESS- 
FUL 

UNSUC- 
CESSFUL 

3 

2 

2 

2 

2 

2 

2 

1 

1 

2 

2 

2 

2 

2 

2 

2 

2 

2 

1 

I 

- 

U3COMM-DC   14040 


INSTRUCTIONS  FOR  PRELIMINARY  EDIT  OF  F-406 


General 

Use  a  green  pencil. 
Section  V 

1.  Edit  mileage  entries  in  columns  4  and  5. 

a.  If  there  are  entries  in  columns  2  and  3  (not  identical),  there 
must  be  an  entry  in  column  4  or  column  5. 

b.  In  general,  the  first  and  last  lines  in  Section  V  should  have 
entries  in  column  5  and  the  others  in  column  4  (except  where 
there  axe  entries  in  columns  20-23). 

2.  When  there  are  entries  in  columns  20-23  following  a  housing  unit 
visit,  make  the  time  in  column  20  agree  with  the  Left  House  time  at 

the  previous  unit  if  it  does  not  already.  Change  column  23  accordingly. 

3.  When  there  is  a  C  or  CP  in  column  24,  there  should  be  a  number  of 
persons  in  column  25.  If  the  number  is  missing,  copy  from  the  previous 
line. 


4.  Look  for  missing  times. 

If  there  is  an 
entry  in  column: 

9 

11 
12 
15 
16 


There  must  also  be 
an  entry  in  column: 

19 

14  (and  column  10) 

13 

18  (and  column  10) 

17 


How  to  supply  missing  times: 

Column  9  -  use  the  earliest  time  entered  in  columns  10-19 


Column  13 
Column  14 


Column  17  - 
Column  18  - 

Column  19  - 
Section  VI 


use  the  time  in  column  12 

use  the  time  in  column  15  if  it  is  later  than  the  time 
in  oolumn  11.  If  the  population  entries  in  columns  15-18 
are  earlier  than  the  time  in  column  11,  use  the  time  in 
column  19 

use  the  time  in  column  16 

use  the  time  in  column  19  unless  the  time  in  column  11 
is  later  than  the  time  in  column  15.  In  this  case  use 
the  time  in  column  11 

use  the  time  in  column  18  or  14  whichever  is  later.  If 
columns  10  through  18  have  no  entries  use  the  time  in 
column  9 


1.  When  there  are  entries  in  columns  53,  54,  and  55,  the  activity  should 
be  described  in  column  56.  From  this  description  determine  whether  the 
time  is  "personal"  or  "other"  time.  "Personal"  time  is  usually 
identified  as  such.  However,  there  are  cases  which  may  seem  a  little 
obscure.  Consult  your  supervisor  if  necessary.  Put  "P"  or  "0"  in 
green  pencil  in  column  55  alongside  the  number  of  minutes. 

2.  If  there  is  a  "C"  in  oolumn  43  or  column  50,  the  number  of  persons  must 
be  shown  in  column  44  and  column  51.  If  the  number  is  missing,  copy 
from  a  previous  line. 


3.  Look  for  missing  times: 

If  there  is  an 
entry  in  column: 

39 

46 

53 


There  must  also  be 
an  entry  in  column: 

40 

47 

54 


Column  10 


use  the  time  in  column  9 


Supply  missing  entries  in  columns  40,  47,  and  54  by  using  the  next 
"Start"  time  which  may  be  in  column  39,  46,  or  53. 
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1960  CENSUSES  OF  POPULATION  AND  HOUSING 
Appendix  C,  Stage  II  Enumeration-Continued 


H  0  ^       TO       JiDIl       FORKS       F-406 


The  purpose  of  editing  is  to  correct  errors  on  the  F-406  and  to  supply 
omissions.  As  the  F-406 *s  stand  now,  time  records  for  some  sample  housing 
units  have  been  omitted  entirely,  some  units  have  been  shown  as  completed 
more  than  once,  some  are  never  shown  as  completed  and  some  units  listed  as 
completed  are  really  vacant.   In  addition,  inconsistencies  appear  because 
the  Records  Clerk  did  not  record  the  correct  action. 

Two  sources  will  help  to  solve  the  problems.  The  first  is  the  Listing  Book, 
which  will  provide  information  about  the  number  of  persons  in  the  sample 
housing  unit,  callbacks,  vacancy  status,  and  method  of  completion.  The 
second  is  form  F-451,  which  summarizes  what  happened  to  each  housing  unit 
on  successive  actions,  according  to  the  F-406. 

Detailed  instructions  follow.  They  should  be  done  in  the  order  presented. 

A.  Match  column  13  of  the  Listing  Book  with  the  entries  on  the  F-451.  Each 
time  there  is  an  "A"  or  a  "GQ"  in  column  13,  there  should  be  at  least  one 
entry  in  the  Action  columns  of  F-451.  Conversely,  there  should  not  be 
entries  in  the  Action  columns  of  F-451  without  an  "A"  or  "GQ"  in  the 
Listing  Book. 

For  each  HA"  unit  which  does  not  have  entries  on  F-451,  put  a  red  "A" 
in  the  Reject  column  of  F-451.  When  you  find  entries  on  F-451  but  no 
"A"  or  "GQ"  in  the  Listing  Book,  enter  a  red  "B"  in  the  Reject  column 
of  F-451. 

In  all  cases  where  you  find  a  "GQ"  in  column  13  of  the  Listing  Book, 
enter  a  red  "GQ"  in  the  Reject  column  of  F-451.  Do  this  whether  or  not 
there  are  entries  on  F-451.  Frequently  a  GQ  which  is  one  place  has 
several  page  numbers.  We  want  to  count  it  as  only  one  place.  To 
accomplish  this,  bracket  the  lines  of  F-451  on  which  the  GQ  appears 
and-  write  "All  one  GQ."  Then  enter  a  single  red  GQ  in  the  Reject 
column  of  F-451.  Determine  the  number  of  persons  in  the  GQ  by  looking 
in  the  Listing  Book.  Write  this  number  in  the  8th  action  box  for 
the  GQ. 

B.  Seach  column  18  of  the  Listing  Book  for  entries  of  "0,"  a  dash  (-),  or 
a  blank  which  indicate  Vacant  sample  units.  Look  at  column  6  to  verify 
that  the  units  are  Vacant.   If  so,  enter  a  red  "Vn  in  the  Reject  column 
for  all  Vacant  units  where  the  actions  do  not  already  contain  a  "V." 

C.  Examine  each  series  of  actions  for  each  line  on  the  F-451.  Place  a  red 
"X"  in  the  Reject  column  of  the  F-451  for  all  inconsistent  series  such  as: 

1.  No  completion  code  shown,  i.e.,  all  "N's." 

2.  More  than  one  completion  code. 

3.  Two  completion  codes  for  one  action,  such  as  "P-CV.M 


What  to  do 


A  "T-N"  action  followed  by  "R-C" 
'"T-N  R-C" 


action  and  the  two  actions  circled: 


An  "0"  meaning  that  no  completion  code  was  entered  by  Records  Clerk. 

Completion  code  followed  by  an  "N"  code. 

More  than  one  transcription  action  for  the  same  unit. 


Enter  the  "X"  even  though  there  may  be  a  "GQ"  or  a  "Bn  already  there. 

D.  Solve  the  problems  marked  in  red  on  the  F-451.  Make  changes  on  the  F-406 
and  F-451  with  a  green  pencil  by  drawing  a  single  line  through  the  in- 
correct entry  and  writing  the  correct  entry  above  or  alongside.  On  the 
F-451  in  particular  we  want  to  be  able  to  read  the  original  entries.   If 
you  discover  that  errors  were  made  in  preparing  the  F-451,  correct  them 
in  black  so  that  the  F-451  will  agree  with  the  F-406  before  any  editing 
was  done . 

The  most  common  types  of  problem,  together  with  suggestions  for  their 
solutions,  are  listed  in  the  table  which  follows:  Use  your  ingenuity  to 
solve  other  problems  as  long  as  their  solution  is  reasonable  and  con- 
sistent with  the  Listing  Book.  Do  not  edit  actions  for  "GQ's"  unless 
there  is  an  "A"  unit  on  the  same  page  (see  instruction  11). 

As  each  case  is  solved,  draw  a  single  green  line  through  the  red  letter 
in  the  Reject  column. 


Problem 


What  to  do 


No  actions  at  all. 
(An  "A"  or  "OQ"  in  the 
Reject  column  but  no 
action  entries.) 


Look  for  a  "B"  in  the  Reject  column  for 
some  other  unit.   If  you  can  find  one,  you 
have  solved  both  cases.  Simply  draw  a  green 
line  through  the  "A"  and  "B"  or  through  the 
"GQ"  and  "B"  and  go  on  to  the  next  problem, 
(if  the  "B"  unit  also  has  an  "X,"  that  is  your 
next  problem.)  If  you  cannot  match  with  a 
"B"  unit,  check  nearby  units  and  units  in 
other  EA?s  with  the  same  page  number  which 
have  more  than  one  completion.  Using  the 
number  of  persons  from  the  Listing  Book  as  a 
guide,  change  the  page  number  on  the  F-406 
so  that  both  units  are  reported  us  completed. 

The  units  which  cannot  be  completed  by  the 
methods  suggested  above  may  be  completed  by 


B  cases 


Completion  action 
followed  by  "N" 
action 


Transcription  actions 
after  personal  visits 
and  telephone  calls 
where  there  has  been 
previous  transcription 

or 

A  "T-N"  or  "P-N" 
action  followed  by  an 
"R-C"  action  and  the 
two  actions  circled. 


using  the  data  in  the  Listing  Book.  If  the 
callback  data  in  the  Listing  Book  is  not  usable, 
leave  the  unit  incomplete.  But  draw  a  green 
line  through  the  X  in  the  fleject  column  any- 
way "bo  show  that  the  case  is  closed. 

If  the  Listing  Book  shows  that  the  unit  was 
completed  by  Interview  or  Transcription  (X  in 
column  16)  the  unit  may  be  oompleted  in  one 
of  the  following  ways.: 

a.  by  Transcription  if  the  Listing  Book  shows 
no  callbacks.  However,  if  the  enumerator 
failed  to  enter  callbacks  for  other  units 

in  the  £A,  do  not  complete  by  transcription. 
Leave  the  unit  incomplete. 

b.  by  Telephone  if  the  Listing  Book  shows 
telephone  followup  only.  Create  a 
transcription  action  as  the  first  action 
and  complete  by  telephone  followup. 

c.  by  Personal  visit  if  the  Listing  Book  shows 
only  personal  visits.  Do  not  create  any 
transcription  actions. 

d.  by  Personal  visit  or  Telephone  depending  on 
which  is  the  last  action,  if  the  Listing 
Book  shows  both  the  telephone  followup 

and  personal  visit.   If  the  telephone  follow- 
up  precedes  the  personal  visit  create  a 
Transcription  as  the  first  action. 

Create  callbacks  only  if  there  is  information 
in  columns  14,  14a,  and  a  date  in  column  15. 
(Sometimes  all  necessary  information  is  in 
column  15.)  If  column  15  shows  two  callbacks 
and  columns  14  and  14a  both  have  entries, 
assume  that  the  telephone  call  was  made  before 
the  personal  visit  and  create  a  Transcription 
as  the  first  action. 

When  creating  actions  on  the  F-406,  use  the 
time  from  a  previous  household  with  the  same 
number  of  persons  and  same  completion  code. 
IT  a  transcription  action  is  created  first, 
then  later  visits  must  use  as  models  those 
units  with  "Information  Needed"  codes  of  "P." 
Enter  new  codes  on  F-451  in  green  pencil. 

Some  "Bn  cases  can  be  eliminated  by  the  pro- 
cedure in  instruction  1  above.  Those  that 
cannot  should  be  handled  by  transferring  the 
actions  to  other  units  that  need  them,  start- 
ing with  those  nearby  or  those  with  similar 
page  numbers.  Sometimes  the  transfer  can  be 
made  to  another  ED  using  the  same  page  number. 

When  you  have  eliminated  as  many  "B"  cases  as 
you  can  with  this  method,  delete  remaining 
actions  from  both  the  F-406  and  F-451  by 
drawing  a  single  green  line  through  the  entries. 

Examine  the  times  on  the  F-406  to  see  if  "C" 
action  might  be  later  than  "N."  If  so, 
correct  F-451  with  black  pencil.  Otherwise 
make  the  last  action  "C"  and  previous  action 
"N,n  correcting  both  F-406  and  F-451  with 
green  pencil. 

On  the  F-406  transcription  line  following  the 
personal  visit  or  telephone  call,  circle  the 
page  number  in  column  42  and  delete  the  entry 
in  column  43.   If  the  transcription  follows 
a  personal  visit,  enter  "Pn  in  column  42.  If 
the  transcription  follows  a  telephone  call, 
enter  nT"  in  column  42.   If  the  completion 
status  was  "C,"  make  completion  status  for 
the  telephone  call  or  personal  visit  "Cn  also, 
if  it  is  not  already. 

On  the  F-451,  delete  the  transcription  action 
which  follows  the  personal  visit  or  telephone 
call  and  change  the  completion  status  of  the 
telephone  call  or  personal  visit  to  "C"  if 
the  transcription  completion  status  was  nC." 

(We  are  assuming  that  the  transcription  was 
really  not  a  legitimate  transcription  but  part 
of  the  preceding  telephone  call  or  personal 
visit,  with  the  enumerator  Incorrectly  using 
the  sample  questionnaire  as  an  enumeration 
document.  The  time  for  this  so-called  trans- 
cription will  be  called  telephone  or  personal 
visit  time  in  a  later  operation.) 
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Problem 


What  to  do 


Problem 


What  to  do 


Transcription  actions 
after  personal  visits 
where  there  is  no  previous 
transcription 


Transcription  actions 
after  telephone  calls 
where  there  is  no 
previous  transcription 


Transcription  actions 
following  other  trans- 
cription actions. 


No  completion  code 
(one  or  more  "N's") 


If  the  "Information  Needed"  code  in 
column  8  is  "C"  for  the  personal  visit, 
leave  the  entries  as  they  are  unless  the 
series  of  actions  is  inconsistent  for 
another  reason.   (This  assumes  that  the 
enumerator  received  the  HQ  from  his  crew 
leader  after  an  unsuccessful  personal 
visit.) 

If  the  "Information  Needed"  code  in 
column  8  is  "P,"  the  household  cannot 
be  completed  by  transcription.  The 
completion  action  must  be  the  last 
personal  visit  or  telephone  call.  How- 
ever, leave  the  transcription  as  a 
separate  action.   (This  assumes  that  the 
enumerator  screened  his  HQ's,  identified 
them  as  defective  without  transcribing 
them,  and  then  made  personal  visits.) 

If  the  transcription  occurs  immediately 
after^/  an  entry  in  column  56  which 
indicates  that  the  enumerator  received 
additional  HQ's  from  the  crew  leader 
or  picked  them  up  at  the  District  Office, 
leave  the  entries  as  they  are.  Of  course, 
if  there  are  additional  inconsistencies 
they  must  be  resolved  according  to  the 
instructions . 

If  there  has  been  no  delivery  of  HQ's  the 
unit  cannot  be  completed  by  transcription. 
The  completion  action  must  be  the  last 
personal  visit  or  telephone  call.  Leave 
the  transcription  as  a  separate  action. 

Frequently  this  situation  arises  because  the 
transcription  operation  was  interrupted  by 
some  other  activity  and  what  was  really  one 
transcription  appears  as 'two  on  the  F-406. 
If  an  inspection  of  F-406  shows  this  to  be 
the  case,  no  further  action  is  necessary. 

Sometimes,  however,  the  transcriptions 
occur  hours  or  days  apart,  and  are  obviously 
not  a  single  transcription.   In  these  cases, 
the  general  procedure  is  to  add  a  telephone 
or  personal  visit  to  the  F-406  and  F-451 
between  the  two  transcriptions.  The  other 
actions  and  the  Listing  Book  will  help  you 
decide  whether  to  create  a  telephone  or 
personal  visit  and  whether  to  make  it  a 
completion  or  not.  This  instruction  does 
not  apply  to  GQ*s. 

Look  at  nearby  units  which  have  more  than 
one  completion.  Using  the  number  of  persons 
from  the  Listing  Book  as  a  guide,  change  the 
page  number  on  the  F-406  so  that  both  units 
are  reported  as  completed.  Also,  check  units 
in  other  EA's  which  have  the  same  page 
number.   (See  problem  4  and  5  concerning 
completion  by  transcription.) 

If  the  F-406  shows  the  number  of  persons  for 
the  last  action  this  may  indicate  that  the 
last  action  should  have  been  a  completion 
unless  this  enumerator  consistently  entered 
number  of  persons  for  actions  which  did  not 
complete  units. 

Check  those  units  on  the  F-406  which  have  no 
identification  (ED  No.  or  Page  No.).  If  the 
number  of  persons  matches  those  of  units  never 
completed,  complete  these  units  by  entering 
their  identification  on  F-406.   (See  problems 
4  and  5  concerning  completion  by  transcription.) 

Examine  the  call-back  data  in  the  Listing  Book 
for  those  cases  which  still  do  not  have  a 
completion  code.  If  column  15  of  the  Listing 
Book  shows  a  callback  which  is  later  than 
the  last  action  and  could  have  resulted  in  a 
completion  and  the  F-406  shows  no  correspond- 
ing action,  make  up  a  completion  action  for 
that  date  and  enter  it  on  the  F-406  and  F-451. 
When  using  column  15  of  the  Listing  Book 
assume  that  all  callbacks  were  personal  visits 
unless  column  14  shows  a  telephone  call.  Make 


More  than  one 

completion  action 


Two  completion  status 
codes  given  on  one 
action 


10.  A  circle  after  hyphen 
on  the  F-451  indicating 
that  the  Records  Clerk 
entered  no  completion 
code 


any  changes  on  the  F-406  that  are  necessary, 
such  as  loft-office  time,  in  green  pencil. 
When  creating  actions  use  the  time  from  a 
previous  completion  with  the  same  number 
of  persons  and  the  same  "Information 
Needed"  r.ode.  If  the  Listing  Book  data  is 
not  usable  leave  the  unit  as  not  completed, 
but  cros?  out  the  "X"  in  the  Reject  column 
as  usual. 

Transfer  a  completion  action  to  another 
unit,  using  the  procedure  in  instruction  7 
above.   If  this  is  not  possible,  retain 
the  last  completion  action  and  make  all 
others  N. 

If  the  Listing  Book  shows  that  the  unit  is 
Vacant  change  "P-C"  to  "P-V."  Change  "CCP" 
to  "CP"  for  the  last  action  if  the  Listing 
Book  shows  that  the  unit  was  completed  by 
close-out  procedure.  Change  "NC"  to  "N" 
if  the  unit  shows  a  completion  on  a  later 
action.  If  this  is  the  last  action  change 
"NC"  to  "C"  if  the  number  of  persons  column 
is  filled  or  if  enumeration  time  appears  for 
a  personal  visit. 

If  this  is  the  last  action,  and  the  F-406 


shows  number  of  persons,  make  the  action 
a  completion.  However,  if  this  Records 
Clerk  has  consistently  entered  the  number  of 
persons  for  incomplete  actions  do  not  make 
the  action  a  completion  unless  you  can  complete 
it  by  some  other  method.  Furthermore,  if 
there  is  a  previous  transcription  action  with 
a  "P"  or  "T"  intervening  it  cannot  be  changed 
to  "R-C."   (See  problems  4  and  5.) 

If  this  is  not  the  last  action,  mark  the 


completion  code 
unit  having  all 
in  problem  7. 


If  this  results  in  the 
rt  treat  as  indicated 


"GQ"  and  "A"  units 
on  same  Fosdic  page 


If  the  Stage  I  Fosdic  page  number  contains 
both  an  "A"  unit  and  a  "GQ,"  mark  the  F-451 
to  show  this.  Put,  in  red  pencil,  an  asterisk 
on  the  left  margin  beside  the  page  number. 

Enter  on  the  F-451,  in  green  pencil,  another 
page  number  either  above  or  below  the 
printed  page  number.  The  F-406  will  show 
which  visits  belong  to  the  GQ  (a  check  in 
column  26,  column  45  or  column  55).  Correct 
the  F-451  so  that  actions  are  shown  for 
the  proper  unit. 

Change  one  of  the  page  number  so  that  there 
will  be  no  duplication.  An  easy  way  to  do 
this  for  two-digit  numbers  is  to  put  a  2 
in  front  of  the  number.  For  three-digit 
numbers,  change  the  first  digit  to  a  2. 
These  changes  must  be  made  both  on  the  F-451 
and  the  F-406. 

The  next  step,  after  editing,  is  to  enter  a  code  for  each  unit  on  the  F-451. 
Instructions  for  obtaining  the  code  from  Appendix  A  are  as  follows: 

1.  For  nonGQ's,  if  the  unit  contains  an  "R"  as  one  of  the  actions  look 
under  "Household  Questionnaire  Returned."  If  there  is  no  "R"  look 
under  "Household  Questionnaire  not  Returned." 

2.  Next,  look  under  "Vacant"  or  "Occupied."  Then  determine  the  method 
of  completion  on  the  F-451  and  look  under  the  appropriate  subheading 
in  Appendix  A  to  get  the  code . 

3.  For  those  units  which  do  not  show  a  completion  action  on  the  F-451 
look  at  the  Listing  Book.  If  the  Listing  Book  shows  that  the  unit 
was  not  completed  or  completed  by  close-out  procedure,  obtain  a  code 
from  Appendix  A  using  the  Listing  Book  data. 

4.  After  using  all  the  methods  of  Section  D  some  units  still  will  not  be 
completed  on  the  F-451  even  though  the  Listing  Book  lists  them  as 
completed  by  interview  or  transcription.  Code  these  units  as  "Apparently 
not  completed"  if  there  is  at  least  one  telephone  followup  or  personal 
visit.  Code  as  "No  followup;  apparently  not  completed"  if  there  is  at 
least  one  transcription  action  but  no  telephone  followup  or  personal 
visit.  Code  units  which  show  no  actions  at  all  on  the  F-451  as  Code 

34,  "NA." 

5.  Use  code  33   for  all  "GQ's"  regardless  of  completion  codes  or  different 
types  of  actions  listed  on  the  F-451. 


U 


"Immediately  after"  means  the  same  day  or  the  next  morning 
if  the  delivery  was  made  in  late  afternoon  or  evening. 
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HOW 


SDIT       FORKS       F-406  —  CON. 


APPENDIX 


Household  questionnaire  returned 
Vacant 

No  personal  visits  or  telephone  followup  (01) 
Personal  visits  ani  telephone  followup  (02) 
Personal  visits  only  (03) 
Telephone  followup  only  (04) 
Occupied 

Completed  by  transcription 

No  personal  visits  or  telephone  followup  (05) 
Personal  visits  and  telephone  followup  (06) 
Personal  visits  only  (07) 
Telephone  followup  only  (08) 
Telephone  followup  cases1 
Completed  by  telephone 

No  personal  visits  made  (09) 
Personal  visits  made  (10) 
Completed  by  personal  visit  (11) 
Completed  by  close-out  procedure 
No  personal  visits  made  (12) 
Personal  visits  made  (13) 
Apparently  not  completed 

No  personal  visits  made  (14) 
Personal  visits  made  (15) 
Personal  visit  followup  cases 

Completed  by  personal  visit  (16) 
Completed  by  close-out  procedure  (17) 
Apparently  not  completed  (18) 
No  followup:  apparently  not  completed  (19) 

1  A  case  in  which  any  telephoning  was  done  and  the  unit  was  not 
completed  by  transcription. 


Household  questionnaire  not  returned 
Vacant 

Personal  visits  and  telephone  followup  (20) 
Personal  visits  only  (21) 
Telephone  followup  only  (22) 
Occupied 

Completed  by  telephone 

No  personal  visits  made  (23) 
Personal  visits  made  (24) 
Completed  by  personal  visit 

No  telephone  followup  (25) 
Telephone  followup  made  (26) 
Completed  by  cloee-out  procedure 

Personal  visits  and  telephone  followup  (27) 
Personal  visits  only  (28) 
Telephone  followup  only  (29) 
Apparently  not  completed 

Personal  visits  and  telephone  followup  (30) 
Personal  vi"i+s  only  (31) 
Telephone  followup  only  (32) 
Croup  quarters  (33) 
NA  (Not  ascertainable)  (34) 


HOW   TO   COMPLETE 


FORMS   F-455 


A.  Preparing  the  forms 

1.  Write  the  name  of  the  District  Office  in  the  heading  and  then 
record  its  two-digit  code.  The  codes  ore: 


2. 


3. 


4. 


Altoona 

01 

Johnson  City 

10 

Salem 

18 

Auburn 

02 

Mankato 

11 

Salisbury 

IS 

Boston 

03 

New  York 

12 

San  Antonio 

20 

Brooklyn 

04 

Overland 

13 

St.  Louis 

21 

Cambridge 

05 

Owensboro 

14 

San  Diego 

22 

Chicago  (0715) 

06 

Philadelphia 

15 

Tampa 

23 

Chicago  (0717) 

07 

Port  Huron 

16 

Tulsa 

24 

Columbus 

08 

Pottsville 

17 

Wilmington 

25 

Indianapolis 

09 

Enter  the  enumerator ' s  last  name  In  the  heading  and  then  record  his 
two-digit  code.  Code  the  first  enumerator  in  each  office  01,  the 
second  02,  etc 

Enter  the  ED  number  in  the  heading  and  then  record  its  two-digit 
code.  Code  the  first  ED  for  each  enumerator  01,  the  second  02, 
etc.  Use  a  separate  set  of  F-455' s  for  each  ED,  even  though  done 
by  the  same  enumerator.  An  ED  is  defined  as  the  smallest  part 
into  which  an  enumerator  assignment  is  broken.  An  ED  might  be 
numbered  37-14N,  154-48XA,  22-53A,  or  2-1758.  If  two  enumerators 
work  on  a  single  ED,  use  the  enumerator  code  and  ED  code  for  the 
first  enumerator. 

Post  the  first  column  of  F-455  from  the  first  column  of  F-451.  Make 
each  number  into  a  three-digit  code.  That  is,  page  3  on  the  F-451 
becomes  003  on  the  F-455.  Omit  numbers  on  lines  with  no  entries 
on  the  F-451. 

5.  Post  the  second  column  of  F-455  from  the  "Code"  column  of  F-451. 
This  will  already  be  a  two-digit  code. 

6.  Prepare  F-455' s  for  all  of  an  enumerator's  ED's  before  proceeding 
further  with  these  instructions. 


B.  Transcription  entries 

1.  Search  columns  39  through  45  of  Form  F-406  to  locate  lines  with 
transcription  entries.  Use  columns  41  and  42  to  locate  the  unit 
on  F-455.  Obtain  the  difference  in  minutes  between  columns  39  and 
40.  Post  this  time  in  the  "Transcription  time"  column  of  F-455  as 
a  two-digit  number.  Write  the  number  at  the  bottom  of  this  box, 
leaving  room  for  revised  entries  above. 

You  may  encounter  more  than  one  transcription  line  for  a  unit.  If 
so,  add  the  additional  transcription  time  to  that  already  posted, 
cross  out  the  old  number,  and  write  in  the  sum  of  the  old  and  new. 

2.  If  the  entry  In  column  43  of  F-406  is  "Nn  for  a  transcription  line, 
make  no  further  entries.  If  the  entry  is  "C,"  complete  the  "Results," 
section  of  F-455.  Number  of  persons  comes  from  column  44  of  F-406. 

To  obtain  the  days  on  which  completed,  use  Appendix  A  as  a  worksheet. 
(You  will  be  supplied  with  a  number  of  copies  of  the  Appendix  for 
this  purpose.)  Find  the  date  of  the  first  F-406  for  this  enumerator. 
Write  01  beside  this  date  in  the  second  column  of  Appendix  A.  Write 
02  on  the  next  line,  03  on  the  next,  and  so  on  until  you  reach  the 
date  of  the  last  F-406  for  this  enumerator. 

When  a  unit  is  completed,  find  the  date  on  the  cover  of  the  F-406 
and  go  to  that  line  of  Appendix  A.  The  first  column  shows  day 
completed  using  the  U.S.  starting  date  and  the  second  column  shows 
day  completed  using  the  enumerator's  starting  date. 

3.  If  you  find  a  green  "T"  in  column  42,  make  no  entries  in  the 
"Transoription  time"  column  or  the  "Results"  section.  Instead,  post 
the  time  difference  between  columns  39  and  40  of  F-406  in  the 
"Telephoning  time"  column  of  F-455  (or  add  it  to  what  is  there  already) 
and  make  no  further  entries. 

4.  If  you  find  a  green  "P"  in  column  42,  make  no  entries  in  the 
"Transcription  time "column  or  the  "Results"  section.  Instead,  post 
the  time  difference  between  columns  39  and  40  of  F-406  in  the  "Total 
within  housing  unit  time"  column  of  F-455.  Place  the  number  in  the 
upper  right  corner  of  the  box  and  circle  it.  Do  not  change  any  other 
entries  appearing  in  the  same  box. 
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C.  Telephone  entries 

1.  Search  columns  46  through  52  of  F-406  to  locate  lines  with  telephone 
entries.  Use  columns  48  and  49  to  locate  the  unit  on  F-455.  Obtain 
the  difference  in  minutes  between  columns  46  and  47  of  F-406.  Post 
this  time  in  the,  "Time"  column  of  the  telephoning  section  of  F-455 
as  a  two-digit  number.  Write  the  number  at  the  bottom  of  this  box, 
leaving  room  for  several  revised  entries  above . 

You  will  frequently  encounter  more  than  one  telephone  attempt  for  a 
unit.  If  so,  add  the  additional  telephone  time  to  that  already 
posted,  cross  out  the  old  number,  and  write  in  the  sum  of  the  old  and 
new. 

2.  If  the  entry  in  column  50  of  F-406  is  "N,"  enter  a  "0"  in  the 
"Successful"  column  and  a  "1"  in  the  "Unsuccessful"  column.  If  the 
entry  in  column  50  is  nC,"  enter  a  "1"  in  the  "Successful"  and  a 

"0"  in  t*ne  "Unsuccessful"  column.  Then  complete  the  "Results" 
section  of  F-455.  Number  of ■  persons  comes  from  column  51  of  F-406. 
Day  on  which  completed  comes^from  Appendix  A  of  these  instructions. 

When  you  encounter  an  addit!onal\telephone  line  for  a  unit,  add 
"1"  to  the  "Successful"  or  "Unsuccessful"  column,  depending  on 
whether  the  entry  in  column  50  of  F-406  is  "C"  or  "N."  Cross  out 
the  old  number  and  write  in  a  number  one  greater  than  the  one  you 
crossed  out. 

However,  remember  that  there  can  never  be  more  than  one  successful 
call.  If  you  find  two  successful  calls  for  a  unit,  report  the 
situation  to  your  supervisor. 

D.  Personal  visit  entries 

1.  Search  columns  1  through  26  of  F-406  to  locate  lines  with  personal 
visit  entries.  Use  columns  1  and  6  to  locate  the  unit  on  F-455. 

2.  Between  housing  unit  time  is  normally  the  elapsed  time  in  minutes 
between  the  Left  House  time  at  the  previous  unit  and  the  Knock  on 
door  time  at  the  unit  you  are  coding. 

However,  use  these  rules  If  something  other  than  a  Left  House  time 
immediately  precedes  the  Knock  on  door: 

a.  Make  Between-housing  unit  time  "00"  if: 

(1)  This  is  the  first  housing  unit  of  the  day  and  no  previous 
entries  appear  in  columns  20  -  23. 

(2)  The  enumerator  just  came  from  field  review  (an  entry  in 
column  21  on  the  previous  line). 

(3)  The  enumerator  just  came  from  personal  time  of  more  than 
60  minutes  (a  "P"  entry  in  column  21  and  an  entry  of  more 
than  60  in  column  23  on  the  previous  line). 

b.  If  the  previous  activity  was  a  "P"  of  60  minutes  or  less  or  "0" 
(In  column  21),  make  Between-housing  unit  time  the  interval 
between  the  column  22  entry  and  Knock  on  door  time. 

3.  Between  housing  unit  miles  comes  from  column  4  of  F-406. 

4.  Total  within  housing  unit  time  is  the  elapsed  time  between  Knock  on 
door  and  Left  house. 

Entry  time  is  the  elapsed  time  between  Knock  on  door  and  Door  open. 

Introduction  time  is  the  elapsed  time  between  Door  open  time  and 
Start  time  in  column  11  or  15,  whichever  is  earlier. 

Housing  time  is  the  elapsed  time  between  Start  (column  11)  and  Stop 
(column  14),  less  any  interruption  time  in  columns  12  and  13. 

Population  time  is  principally  the  elapsed  time  between  Start 
(column  15)  and  Stop  (column  18),  less  any  interruption  time  in 
columns  16  and  17. 

But  it  also  includes  the  elapsed  time  between  Housing  Stop  (column  14) 
and  Population  Start  (column  15^ 

Interruption  time  is  the  elapsed  time  between  Interrupted  for  personal 
business  and  Resumed  questions.  Add  together  interruptions  during 
the  housing  questions  and  interruptions  during  the  population 
questions. 

Left  house  time  is  the  elapsed  time  between  Stop  time  in  column  14 
or  18,  whichever  is  later,  and  Left  house  time. 

When  you  finish  coding  these  items,  Total  within  Housing  unit  time 
should  be  the  sum  of  the  other  items  (Entry  time  through  Left  house 
time  ) . 

5.  If  the  entry  in  column  24  of  F-406  is  "N,"  enter  a  "0"  in. the 

"Successful"  column  and  a  "1"  in  the  "Unsuccessful"  column.  If  the 
entry  in  column  24  is  "C,"  "V,"  or  "CP,"  enter  a  "1"  in -the 
"Successful"  column  and  a  "0"  in  the  "Unsuccessful"  column.  Then 
complete  the  "Results"  section  of  F-455.  Number  of  persons  comes 
from  column  25  of  F-406.  If  there  is  a  "V"  in  column  24,  use  "00" 
as  the  number  of  persons.  Day  on  which  completed  comes  from  Appendix 
A  of  these  instructions. 


6.  You  will  frequently  encounter  more  than  one  personal  visit  line  for 
a  unit.  If  so,  add  the  additional  times  and  miles  to  those  already 
posted,  crossing  out  the  old  number  and  writing  in  the  sum  of  the  old 
and  new.  Then  add  "1"  to  the  existing  entry  in  the  "Successful" 

or  "Unsuccessful"  column,  depending  on  whether  the  entry  in  column  24 
Is  "C,"  "V,"  or  "CP"  or  whether  it  is  °N.n  Cross  out  the  old  number 
and  write  in  a  number  that  is  one  greater  than  the  one  you  crossed  out. 

However,  remember  that  there  can  never  be  more  than  one  successful 
personal  visit  to  a  unit.  If  you  find  two  successful  visits,  report 
the  situation  to  your  supervisor. 

7.  After  you  have  completed  all  previous  steps  for  all  of  an  enumerator's 
F-455' s,  locate  circled  entries  in  the  Total  within  housing  unit  time 
column.  This  time  is  to  be  distributed  proportionately  between 
housing  time  and  population  time  as  shown  in  the  following  example: 

The  circled  entry  is  8  minutes.  Housing  time  is  4  minutes. 
And  Population  time  is  7  minutes.  Therefore,  assign  4/ll  of 
the  circled  entry  to  housing  and  7/11  of  the  circled  entry  to 
population.  Solution:  Take  4/ll  of  the  8  minutes  and  assign 
to  housing;  this  means  increasing  housing  time  from  4  to  7 
minutes.  Take  7/11  of  the  8  minutes  and  assign  to  population; 
this  means  increasing  population  time  from  7  to  12. 

Increase  the  housing  and  population  entries  by  crossing  out 
the  old  ones  and  entering  the  new  totals  immediately  above. 
Increase  Total  within  housing  unit  time  by  adding  in  the 
circled  entry,  crossing  out  the  old  entry,  and  entering  the 
new  total  immediately  above.  Finally,  cross  out  the  circled 
entry. 

After  making  all  necessary  allocations  and  corrections,  check 
to  see  that  Total  within  housing  unit  time  is  equal  to  the  sum 
of  the  detail  times  (Entry,  introduction,  etc.) 

E.  Preparing  F-455  for  card  punching 

Eliminate  gaps  on  the  F-455  that  might  lead  to  errors  in  punching.  A 
line  can  end  with  the  "Transcription  time"  entry  and  be  blank  thereafter. 
But  there  must  not  be  any  Intermediate  blanks. 

If  there  is  transcription,  for  example,  the  "Results"  columns  must  have 
entries.  If  the  unit  was  never  completed,  make  these  entries  "00." 

If  there  is  telephoning,  the  "Results"  columns  and  "Transcription  time" 
column  must  have  entries.  If  there  was  no  transcription,  enter  "00° 
for  "Transcription  time."  If  the  unit  was  never  completed,  make  the 
"Results"  entries  "00." 

If  there  has  been  a  personal  visit,  the  "Results"  columns,  "Telephone" 
columns  and  "Transcription  time"  column  must  have  entries.  If  there  was 
no  transcription  or  telephoning,  enter  the  appropriate  number  of  zeros 
in  these  columns.  If  the  unit  was  never  completed,  make  the  "Results" 
entries  "00." 


Supplement  1 


Some  additional  instructions  for  handling  GQ's: 

1.  Obtain  the  number  of  persons  for  the  "Results"  column 
by  looking  at  the  8th  Action  block  of  the  F-451. 

2.  Use  as  "Day  completed"  the  date  on  which  the  last 
action  appears,  whether  or  not  this  last  action  Is  a 
completion. 

3.  Tally  the  "Number  of  calls"  In  the  usual  way.  There 
may  be,  however,  more  than  one  successful  call. 


Some  additional  instructions  for  Vacancies: 

1.  Use  as  "Day  completed"  the  date  on  which  the  last  action 
appears,  whether  or  not  this  last  action  is  a  completion. 

2.  Tally  the  "Number  of  Calls"  in  the  usual  way.  There  may 
be  more  than  one  successful  call. 


Supplement  2 


Normally,  when  working  with  the  personal  visits,  you  get  between 
housing  unit  time  by  taking  the  time  between  left  house  time  at 
the  previous  unit  and  knock  on  door  time  of  the  unit  you  are  work- 
ing on.  This  procedure  is  not  to  be  followed  when  the  personal 
visit  entries  are  in  green  pencil.  Instead,  copy  between  housing 
unit  time  and  miles  from  the  next  personal  visit  line  on  the  F-455 
above  the  one  you  are  working  on. 
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HOW       TO       COMPLETE       FORMS       F-456 


2. 


3. 


5. 


6. 


Enter  the  District  Office,  the  enumerator's  last  name,  and  the  ED 
numbers  in  the  heading.  If  more  than  one  enumerator  worked  in  the 
ED's,  enter  the  names  of  all  such  enumerators.  Enter  complete  ED 
numbers,  including  letter  suffixes. 

Complete  a  line  on  the  form  for  every  day  on  which  Census  work  was 
done.  There  is  space  on  the  form  for  all  dates  through  June  20 
except  Sundays.  If  you  have  a  date  after  June  20,  take  a  page  1  and 
alter  the  dates.   If  you  have  work  on  a  Sunday,  squeeze  it  in  between 
the  Saturday  and  Monday  lines. 

You  will  have  a  "List  of  Nonenumeratlon  Days  in  Stage  II  with  Reason." 
Make  entries  on  this  list  as  you  complete  form  F-456.  Use  one  or  more 
sheets  for  each  District  Office.  Enter  the  District  Office  name  in 
the  box  in  the  upper  right-hand  corner  of  this  form.  As  long  as  you 
find  enumeration  work  for  each  day  listed  on  the  form  F-456,  you  need 
make  iio  entries  on  the  List.  But,  as  soon  as  you  skip  a  line  on  F-456, 
indicating  that  no  enumeration  work  was  done  on  that  day,  you  must  use 
the  List  to  explain  why.  Sometimes  you  will  have  an  F-406  for  that 
day  and  sometimes  not.  You  must  also  use  the  List  whenever  no  enum- 
eration work  was  done  but  Field  Review  or  some  other  work  was  done. 

Each  time  you  fill  in  a  line  on  the  List,  identify  the  enumerator  and 
date  in  the  first  two  columns  of  the  List  and  place  an  "X"  in  the  ap- 
propriate column.  Do  not  fill  in  the  "weight"  column.  This  will  be 
done  later.  The  column  that  you  "X"  is  determined  in  the  following  way 
and  in  the  following  order  or  priority: 

a.  If  First  or  Intermediate  Field  Review  alone  was  done,  place  an  "Xn 
in  the  column  marked  "Field  Review,  First  or  Intermediate."  If  a 
Final  Field  Review  alone  was  done,  place  an  "X"  in  the  column 
marked  "Field  Review  -  Final." 

b.  If  some  work  other  than  Field  Review  was  done  (but  no  enumeration 
work)  place  an  "X"  in  the  column  marked  "Other"  and  describe  the 
work  in  the  last  column. 

c.  If  there  is  a  note  on  the  F-406  that  the  enumerator  was  ill,  "X" 
the  "Enumerator  ill"  column.  Place  an  "X"  in  that  column  for  each 
following  day  (except  Sunday)  regardless  of  whether  you  have  an 
F-406.  Do  this  until  the  enumerator  does  some  form  of  Census  work. 

d.  If  the  F-406  shows  that  the  enumerator  resigned,  place  an  "X"  in  the 
"Enumerator  resigned,  no  replacement"  column.  Place  an  "X"  in  that 
column  for  each  following  day  (except  Sunday)  regardless  of  whether 
you  have  an  F-406.  Do  this  until  the  replacement  enumerator  starts 
to  enumerate. 

e.  If  the  F-406  shows  the  enumerator  had  personal  business,  "X"  the 
"Enumerator  had  personal  business"  column  on  the  List  for  that  day 
only. 

f.  If  the  F-406  says  that  there  were  bad  weather  conditions  or  you  see 
from  Section  IIA  that  there  was  bad  weather,  "X"  the  "Bad  Weather" 
column  for  that  day  only.  Bad  weather  is  defined  as  rain,  snow,  or 
sleet  in  Section  IIA  of  the  F-406. 

g.  If  there  is  a  reason  for  no  work  on  the  F-406  but  it  does  not  fit 
any  of  the  above  categories,  "X"  the  "Other  Reason"  column  for  that 
day  only,  and  explain  It  briefly  in  the  explanation  column  next  to 
it. 


7.  Miles  to  and  from  enumeration  will  come  from  column  5  of  Section  V. 
Record  miles  on  the  F-456  whenever  you  establish  that  there  has  been  time 
to  and  from  enumeration. 

8.  "Other  miles"  are  miles  in  column  5  of  Section  V  of  the  F-406  other 
than  the  miles  you  counted  to  and  from  enumeration  and  miles  you  will 
count  to  and  from  Field  Review.  The  most  common  source  of  other  miles 
is  travel  to  and  from  lunch  where  lunch  is  sixty  minutes  or  less  in 
duration.  However,  when  you  have  miles  associated  with  personal  time 
of  more  than  sixty  minutes  in  duration,  do  not  count  those  miles  any- 
where. They  will  be  allowed  for  using  the  procedure  in  the  last  para- 
graph of  Instruction  10. 

9.  "Other  time"  is  time  appearing  in  column  23  of  Section  V  which  is 
identified  as  "0"  in  column  21.  Before  counting  it,  however,  look 

at  the  notes  on  the  back  of  the  F-406  to  be  sure  that  the  activity  is 
not  personal  time  or  Field  Review  time  incorrectly  labeled. 

10.  "Personal  time"  Is  time  appearing  in  column  23  of  the  F-406  which  is 
identified  as  "P"  in  column  21. 

Do  not  count  any  period  of  time  greater  than  sixty  minutes  as  personal 
time.  When  you  find  a  period  of  personal  time  greater  than  sijrty 
minutes,  double  the  entries  that  you  have  made  for  "time  to  and  from 
enumeration"  and  "miles  to  and  from  enumeration."  If  you  have  two 
periods  of  more  than  sixty  minutes  marked  as  personal  time,  triple  time 
and  miles  to  and  from  enumeration.  And  so  on.  In  other  words,  we  are 
assuming  that  the  enumerator  made  a  trip  home  and  back  each  time  he 
took  more  than  sixty  minutes  of  personal  time. 

11.  Data  for  the  "Work  at  home  or  office"  section  of  F-456  come  from  Section 
VI  of  the  F-406.  "Other  time"  is  time  in  column  55  of  F-406  which  Is 
marked  "0"  in  column  56.-  "Personal  time"  is  time  of  sixty  minutes  or 
less  in  column  55  which  is  marked  "P"  in  column  56.   Ignore  times  of  more 
than  sixty  minutes  marked  personal  time . 


12. 


h. 


If  there  is  no  apparent  reason  for  no  work,  "X"  the  "Reason  not  given" 
column. 


Data  for  the  "Field  Review"  section  of  F— 456  come  primarily  from  columns 
27  through  38  of  F-406,  printed  on  the  back  of  the  Section  V  sheets.  The 
table  below  shows  how  to  count  Travel  time  to  and  from  Field  Review, 
depending  on  the  point  of  departure  and  point  of  return. 


If  you  start  for 
Field  Review  from: 

Home  or  office 


Home  or  office 


If  there  is  no  F-406  for  a  day  (except  Sunday)  "X"  the  "Reason  not  given" 
column.  Enter  only  one  "X"  on  each  line  of  the  "List  of  Nonenumeration 
Days . " 

Code  weather  conditions  1,  2,  3,  or  4,  in  the  order  in  which  they  appear 
on  the  cover  of  F-406.  If  there  is  no  entry,  use  code  5. 


Code  ground  conditions, 
on  the  cover  of  F-406. 


1,  2,  3,  4,  or  5,  in  the  order  in  which  they  appear 
If  there  is  no  entry,  use  code  6. 


Data  for  the  "Personal  visits"  section  of  form  F-456  comes  from  Section  V 
of  the  F-406.  "Time  to  and  from  enumeration"  is  the  time  the  enumerator 
spent  going  to  his  ED's  and  returning  from  his  ED's.  Compute  time  to  and 
from  enumeration  by  consulting  sections  IV  and  V  of  F-406  to  see  when  the 
enumerator  left  a  previous  location  and  arrived  at  the  ED  and  then  when  he 
left  the  EA  and  arrived  at  the  next  destination.  Sometimes  he  left  from 
home,  sometimes  from  his  office,  and  sometimes  from  Field  Review.  And, 
he  may  have  returned  either  home  or  to  his  office.  The  time  of  arrival 
in  the  ED  Is  generally  the  first  knock  on  door  time.  Occasionally  some 
other  activity  described  in  columns  20  through  23  of  Section  V  comes 
first.  The  time  of  leaving  the  ED  Is  generally  the  last  Left  House  time. 
Occasionally  some  other  activity  described  in  columns  20  through  23 
follows. 

If  the  enumerator  goes  to  Field  Review  after  leaving  his  ED,  do  not  count 
the  time  as  to  and  from  enumeration.   It  will  be  counted  later  as  travel 
to  and  from  Field  Review. 


And  after  Field 
Review  go  to: 

Home  or  office 

ED 


Home  or  office 


Then  count  travel  time  as  follows 
Trip  out Trip  back 


ED 


Field  Review 
travel 

Field  Review 

travel 

Field  Review 
travel 

Field  Review 
travel 


Field  Review 
travel 

Travel  to  and 
from  enumer- 
ation 

Travel  to  and 
from  enumer- 
ation 

Field  Review 
travel 


Travel  to  Field  Review  extends  from  the  stop  time  of  tne  previous 
activity  to  the  entered  premises  time  in  column  29  of  the  F-406.  Travel 
from  Field  Review  extends  from  the  left  premises  time  in  column  37  to 
the  start  of  the  next  activity.  Travel  miles  to  and  from  Field  are 
related  directly  to  travel  time  and  should  be  used  as  shown  in  the  above 
table.  They  come  from  column  5  of  the  F-406.  It  will  not  be  unusual 
to  find  no  miles  for  Field  Review  since  the  Crew  Leader  or  Field  Re- 
viewer sometimes  came  to  the  enumerator. 

13.  "Type  of  review"  means  whether  the  review  is  the  1st,  intermediate  or 
final.  This  information  comes  from  column  27  of  the  F-406.   If  it  is 
missing,  see  your  supervisor.  Use  code  1  for  first,  2  for  intermediate, 
and  F  for  final. 

14.  Time  for  Field  Review  activities  is  defined  as  follows: 

Total  time:  Column  37  less  column  29 

Waiting  time:  Column  30  less  column  29 

Review  time:  The  interval  between  the  column  30  entry  and  the 
next  chronological  time 

Correction  time:   Column  32  less  column  31 

Payroll  time:  Column  36  less  column  35 

Other  time:  Column  34  less  column  33,  plus  all  time  not 

previously  accounted  for  in  the  interval  between 
entered  premises  and  left  premises 


Make  sure  that  all  time  is  accounted  for  from  the  time  the  enumerator 
entered  the  premises  until  he  left  the  premises.  Make  sure  that  there 
is  no  duplication  of  time.   If  there  is,  call  it  to  the  attention  of 
your  supervisor. 

See  your  supervisor  if  you  find  more  than  one  F-406  for  a  particular 
day. 
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FORM  60-1  1-457 
(s-s-stl 

|F-457|    ED  CHECK  TOTALS  FOR  STAGE  II 

SPECIAL  RECORDS  PROGRAM 

1960  CENSUS  OF  POPULATION  AND  HOUSING 

U.S. 

JEPARTMENT  OF  COMMERCE 
BUREAU  OF   THE  CENSUS 

KIND   OF   AREA 

OISTRICT  OFFICE 

ENUMERATOR 

WEIGHT 

ED 

CODE 

TOTAL 

TALLY 

CODE 

TOTAL 

TALLY 

Totol  housing  until  less  code*  33  and  34 

01 

17 

B 

Housing  units  with  personal  visit,  soma 
tolephona  (Total  of  A) 

02 

AC 

IB 

B 

Housing  units  with  personal  visit,  no 
tolaphona  (Total  of  B) 

03 

0 

19 

04 

c 

20 

AC 

Housing  units  with  telephone  follow-up 
(Total  of  C) 

OS 

21 

B 

Housing  units  with  follow-up  (Total  hu's 
loss  codas  01,  OS,  19) 

22 

C 

Proportion  of  housing  units  followed  up 
by  parsanal  visit 

M 

At 

23 

c 

Proportion  of  housing  units  by  personal 
visit,  soma  talophono 

07 

B 

24 

AC 

Proportion  of  housing  units  by  parsanal 
visit,  no  talophono 

08 

C 

25 

B 

Proportion  of  housing  units  followed  up 
by  talophono 

09 

C 

24 

A4 

27 

AC 

Proportion  of  housing  units  with  follow-up 

10 

AC 

2B 

B 

Transcription  tlmo  for  coda  OS 

II 

AC 

29 

C 

Number  of  persons 

12 

C 

30 

AC 

Between  housing  unit  (Miles) 

13 

AC 

31 

B 

Between  housing  unit  (Time) 

14 

C" 

32 

C 

Number  of  personal  visits 

15 

AC 

.    33 

16 

B 

34 

Avaroga  batwaen  housing  unit  time 
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le-s-en 

U.S.  DEPARTMENT  OF  COMMERCE 
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KINO  OF  AREA 

MERATOR  CHECK  TOTALS  FOR  STAGE  II 

SfEIGHT 

IT" 

-458 1    ENU 

SPECIAL  RECORDS  PROGRAM 
1940  CENSUS  OF  POPULATION  AND  HOUSING 

DISTRICT  OFFICE 

ENUMERATOR 

CODE 

NUMBER 

OP 
HOUSING 
UNITS 

CODE 

NUMBER 
OP 

HOUSING 
UNITS 

ITEM 

NUMB EN 

RATE 
OF  PAY 
PER  UNIT 

Total  housing  unite,  leap  cedes  33  end  34 

01 

It 

02 

19 

Total  housing  units,  with  codes  33  and  34 

03 

20 

Transcription  time  for  code  03 

04 

21 

Number  of  unite  for  cede  05 

09 

22 

Average  transcription  time  per  code  05  cose 

N 

23 

07 

24 

Number  of  persons 

.10         | 

OB 

23 

Between  housing  unit  miles 

09 

24 

Other  reimbursable  miles  (from  F-454) 

10 

27 

Total  reimbursable  miles 

.05 

IBllilil 

11 

28 

12 

29 

Total  earnings 

13 

30 

Total  hours  worked  (from  F-456) 

14 

31 

Earnings  per  hour 

1 

- 

13 

;'2 

Number  of  days  worked  (from  F-454) 

1 

l< 

33 

17 

34 

Number  of  completed  housl 

g  units  per  day 

| 
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1960  CENSUSES  OF  POPULATION  AND  HOUSING 
Appendix  D,  Crew  Leader  Observation  Before  Enumeration 

F-424        INSTRUCTIONS        TO        RECORDS       CLERKS 
(Daily  Record  of  Crew  Leader  Activities  Before  Enumeration) 


1.0     GENERAL 

Starting  April  1,  160, 000  enumerators  will  be  taking  a  Census  of 
Population  and  Housing  throughout  the  United  States.  They  will  be 
supervised  by  10,000  Crew  Leaders.  So  that  we  may  get  information  for 
planning  future  censuses,  we  want  to  learn  how  much  time  it  takes  Crew 
Leaders  to  do  each  of  the  different,  things  they  will  have  to  do  to  get 
ready  for  this  job  between  the  time  they  are  hired  around  March  1U  and 
April  1 . 

Since  it  would  be  very  costly  to  keep  records  on  each  of  the  10,000 
Crew  Leaders  who  will  be  working  on  the  census,  we  will  only  keep 
records  on  a  sample  of  them. 

Your  Job  will  be  to  accompany  one  of  the  Crew  Leaders  in  this  sample 
each  day  that  he  works  from  now  until  April  1 . 

2.0  H0«  TO  USE  FORM  F-U20,  DAILY  RECORD  OF  CREW  LEADER  ACTIVITIES  BEFORE 
ENUMERATION 

2.1  General.  The  form  F-H20  is  the  form  you  will  use  for  recording: 

1.  The  kind  of  work  the  Crew  Leader  does. 

2.  How  much  time  it  takes  him  to  do  it. 

3.  If  he  uses  his  car,  how  many  miles  he  has  to  drive. 

2.2  Identification  Items.  At  the  beginning  of  each  day  fill  in 
items  A  through  D  of  the  F-^20: 

Item  A.  Enter  the  full  name  of  the  Crew  Leader  you  accompany . 

Item  B.  Enter  your  own  name  since  you  are  the  "Records  Clerk". 

Item  C.  Enter  the  District  Office  city  and  code  number.  Your 
Records  Supervisor  will  give  you  this  information. 

Item  D.  Enter  the  month  and  day  on  which  you  accompany  the 
Crew  Leader.  Remember,  you  will  be  filling  out  a 
separate  F-420  for  each  day  that  you  work. 

2.3  How  to  Make  Entries  in  Columns  (1)  through  (5)  of  F-H20. 

Column  (1).  Enter  the  exact  time  when  the  Crew  Leader  starts 

working  on  a  particular  activity  or  starts  travel- 
ing from  one  place  to  another-   Start  a  new  line  when 
the  Crew  Leader  finishes  working  on  one  activity  and 
proceeds  to  the  next.  Note  that  except  for  the  first 
line  on  the  form,  the  start  time  in  column  (l)  should 
always  be  the  stop  time  in  column  (2)  on  the  line  above. 
If  the  Crew  Leader  drives  from  one  activity  to  another, 
his  start  time  will  be  when  he  turns  on  the  ignition 
switch  in  his  automobile. 

Column  (2).  Enter  in  column  (2)  the  time  when  the  Crew  Leader 

stops  working  on  the  activity  or  when  he  reacheB  his 

destination,  if  travel  is  involved.  If  he  drives, 
consider  the  Crew  Leader  to  have  reached  his  destina- 
tion when  he  stops  the  car  and  turns  off  the  ignition. 

Columns(3),  The  abbreviation  "EA"  means  "enumerator's  assignment". 
(UJ  and  (ft  Each  of  the  Crew  Leader's  enumerators  who  will  be 

taking  the  census  starting  April  1  will  be  assigned  a 

separate  EA. 

Before  April  1  the  Crew  Leader  will  have  to  visit  each 
one  of  these  EA's  in  order  to  do  some  preliminary  work 
which  he  will  record  on  a  form  F-236,  "Crew  Leader's 
Check  List  for  Map  Review  and  Preparatory  Work" .  We 
shall  discuss  this  in  moL-e  detail  when  we  come  to 
column  (8) . 

Note  that  columns  (3),  CO  and  (5)  are  under  the  head- 
ing "Travel  outside  EA". 

We  want  to  keep  travel  time  within  EA's  on  preliminary 
work  separate  from  travel  time  outside  EA's  in  con- 
nection with  other  duties. 

If  the  Crew  Leader  uses  his  car,  enter  hie  mileage 
reading  in  column  (3)  at  the  starting  point  of  the 
trip. 

In  column  (4)  enter  the  mileage  reading  when  he  reaches 
his  destination. 

In  column  (5)  enter  tLe  total  number  of  miles  he  drives. 
For  example,  if  the  mileage  reading  on  the  Crew  Leader's 
car  when  he  started  out  was  28530  (ignoring  tenths  of 
a  mile)  and  when  he  reached  his  destination  the  mileage 
reading  on  his  car  was  285U2,  you  would  enter  "51*2"  in 
column  (M  and  "530"  in  column  (3).  In  column  (5)  you 
would  enter  the  total  number  of  miles  he  drove  which  in 
this  example  would  be  "12". 

Note  that  the  example  shows  that  you  do  not  have  to  re- 
cord the  entire  mileage  reading  in  columns  (3)  and  (U); 
Just  the  last  3  digits. 


2.1*  Colurc.s  (6)  and  (7). 

Column  (6).  In  column  (6)  which  is  headed  "Travel  Time",  enter 
the  number  of  minutes  it  took  the  Crew  Leader  to 
make  the  trip  from  his  starting  point  to  his  destina- 
tion. Use  this  column  for  recording  all  travel  ex- 
cept in  connection  with  F-236  work  within  EA's.  Do 
not  use  column  (6)  to  record  travel  time  in  connection 
with  any  work  recorded  in  columns  (9)  through  (16). 

To  give  you  an  example  of  the  kind  of  entry  you  would 
make  in  column  (6),  let  us  say  that  you  have  an  entry 
of  9:31  in  column  (1)  and  an  entry  of  10:W  in  column 
(2).  This  tells  you  that  it  took  the  Crew  Leader  33 
minutes  to  travel  from  one  place  to  the  next.  There- 
fore, the  entry  you  would  make  In  column  (6)  would  be 
"73".  Note  that  although  this  is  the  same  as  one  hour 
and  thirteen  minutes,  we  want  you  to  enter  the  total 
number  of  minutes  rather  than  "1  hour,  13  minutes" . 
This  will  make  it  easier  for  you  to  add  up  the  total 
number  of  minutes  spent  by  the  Crew  Leader  in  this 
column. 

Column  (7).  Your  Crew  Leader  will  be  spending  some  time  before 
April  1  recruiting,  testing,  and  hiring  enumerators 
to  work  on  the  census.  Record  the  amount  of  time  he 
spends  on  these  activities  in  column  (7).  Remember, 
if  you  are  not  sure  what  the  Crew  Leader  is  doing  at 
a  particular  time,  ask  him. 

2.5  Columns  (8)  through  (16). 

Use  columns  (8)  through  (16)  for  recording  work  that  the  Crew 
Leader  will  do  before  the  census  starts  on  April  I.  These  duties 
are  described  on  page  5-1  of  the  Crew  Leader's  Manual,  form  F-230. 
You  will  have  a  copy  of  this  manual  for  your  own  use  in  case  you 
want  to  know  in  more  detail  what  the  Crew  Leader  will  be  doing. 

The  basic  form  which  the  Crew  Leader  will  fill  out  when  he  goes 
out  to  check  each  of  the  different  EA's  in  his  district  is  the 
form  F-236,  "Crew  Leader's  Check  List  for  Map  Review  and  Prepara- 
tory Work" .  An  exhibit  of  what  this  form  will  look  like  when  it 
is  filled  out  is  in  Appendix  B  of  the  Crew  Leader's  Manual. 

Column  (8).  Use  column  (8)  to  record  all  the  time  that  the  Crew 
Leader  spends  doing  F-236  work  before  he  gets  to  the 
EA  itself;  that  is  to  say, "F-236  Work  Outside  EA". 
This  will  include  filling  out  items  a  through  d  of 
the  F-236  and  items  1,  2  and  3  on  page  2  of  the  F-236. 
Note  that  the  instructions  on  page  2  of  the  F-236  tell 
the  Crew  Leader  to  "complete  items  1  through  3  before 
visiting  the  enumerator's  assignment". 

Column  (9).  in  column  (9)  enter  the  mileage  reading  when  the 

Crew  Leader  arrives  at  an  EA  for  the  purpose  of  com- 
pleting the  Check  List.  In  general,  the  first  thing 
the  Crew  Leader  will  do  will  be  to  drive  as  close  as 
he  can  to  the  point  in  the  EA  where  he  plans  to  start 
work  and  park.  Then  he  will  make  a  list  of  25  ad- 
dresses (15  in  some  areas)  in  item  UA  of  the  F-236. 
He  will  use  these  when  the  census  starts  for  checking 
the  work  of  his  enumerators.  Consider  the  Crew  Leader 
to  have  "reached  the  EA"  when  he  turns  the  ignition 
off.  Before  you  start  each  trip,  ask  the  Crew  Leader 
to  show  you  the  point  on  the  map  where  he  plans  to 
start  making  his  ED  check. 

For  example,  let's  say  the  Crev  Leader  leaves  his 
home  at  9:03  and  arrives  at  an  EA  at  9:2^.  You  would 
enter  "9:03"  in  column  (1)  and  "9:2V  in  column  (2). 
You  would  also  enter  the  mileage  reading  and  the 
number  of  miles  traveled  in  columns  (3)  through  (5), 
and  you  would  enter  "21"  in  column  (6)  to  show  that 
the  trip  took  21  minutes. 

Now  let  us  say  that  the  first  thing  he  does  when  he 
reaches  the  EA  is  "prelisting";  that  is  to  say,  makl ng 
an  advance  list  of  addresses  in  item  kA   of  F-236. 
So  you  would  then  enter  "9:2V  in  column  (1)  on  the 
very  next  line.  Let  us  assume  that  it  takes  the  Crev 
Leader  until  10:05  to  make  the  list  of  addressee.  This 
means  you  would  enter  "1C:05"  in  column  (2)  on  that 
same  line  and  you  would  record  the  total  amount  of  time 
to  make  the  prelisting  in  column  (12} .  In  this  example 
it  takes  the  Crew  LeeSer  Hi  minutes.  If  the  Crew 
Leader  did  not  use  his  car  to  do  the  prelisting,  you 
would  not  'have  recorded  mileage  In  columns  (9)  through 
(11). 

After  a  Crev  Leader  completes  the  prelisting  work  in  an 
EA,  his  next  step  will  generally  be  to  complete  item  5 
of  the  F-236.  This  involves  traveling  around  an  entire 
EA  in  order  to  estimate,  in  advance,  hov  many  housing 
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units  there  are  in  the  EA.  While  he  is  doing  this, 
the  Crew  Leader  will,  in  most  cases,  make  all  the 
other  checks  shown  on  the  F-236.  If  the  Crew  Leader 
uses  his  car  for  this  other  work,  record  the  number 
of  miles  he  travels  within  the  EA  on  such  work. 
Enter  in  column  (9)  the  mileage  reading  when  you  and 
the  Crew  Leader  reach  the  EA.  In  the  example  above, 
let  us  say  that  when  he  reached  the  EA,  the  mileage 
reading  was  31^73  in  which  case  you  would  enter 
"14.73"  iQ  column  (9). 

Column  (10).  When  the  Crew  Leader  leaves  an  EA,  either  to  start 

"~  checking  another  EA  or  to  work  on  same  other  activity, 
record  the  mileage  reading  at  the  point  where  he  left 
the  EA.  Enter  this  in  column  (10)  of  your  F-kaO  on 
the  same  line  that  you  record  in  column  (9)  the  mileage 
reading  when  you  reached  the  EA.  Do  this  regardless 
of  the  number  of  lines  you  may  have  used  so  far  for 
recording  time  in  columns  (12),  (13)  and  (lM.  You 
will  have  to  ask  the  Crew  Leader,  in  some  cases,  to 
tell  you  at  what  point  you  actually  leave  the  EA. 

Column  (11).  In  column  (11)  enter  the  total  number  of  miles  the 
Crew  Leader  travels  within  the  EA  while  making  his 
checks . 

Column  (12).  Enter  in  column  (12)  the  number  of  minutes  the  Crew 
Leader  uses  in  making  the  check  in  item  bk  of  F-236. 
In  general  he  will  be  doing  this  on  foot. 

Colimin  (13).  Item  7  of  the  Crew  Leader's  F-236  instructs  him  to 
"  ~  "       identify  "Special  Dwelling  Places"  which  he  may  en- 
counter in  the  course  of  checking  EA'3.  These  place3 
include  hotels,  motels,  institutions,  missions,  flop 
houses,  etc.  If  he  goes  into  such  a  place  to  make 
inquiries,  use  a  separate  line  of  your  F-420  to  show 
the  time  he  enters  the  place  in  column  (1)  and  the 
time  he  comes  out  of  the  place  in  column  (2).  In 
column  (13)  enter  the  total  number  of  minutes  he  spends 
within  the  special  dwelling  place. 

Column  ( lb) .   Use  column  [lb)   to  record  all  other  time  the  Crew 
Leader  spends  within  an  EA  in  connection  with  the 
F-236  Check  List.  This  will  include  any  time  he 
spends  driving  or  walking  through  the  EA  to  estimate 
how  many  housing  units  there  are  in  the  EA  and  cor- 
recting maps. 

Column  (15).  For  every  entry  in  columns  (12)  through  (llt-J, 

—    enter  the  EA  number  in  column  (15) .  You  will  have 

to  ask  the  Crew  Leader  for  this  number.  An  EA  may 
have  three  numbers,  such  as,  21-!*3N,  21-U3P  and 
21-43R.  All  you  want  to  record  is  the"basic" 
number.  In  this  example  it  would  be  21-'*3.  Dis- 
regard any  letter  suffixes  such  as  "N",  "P",  "R", 
etc. 

•Jse  this  column  to  record  the  type  of  EA  the  Crew 
Leader  is  checking.  Note  that  the  heading  of 
column  (.16;  tells  you  to  enter  either  "MA"  or 
"NM"  to  show -whether  the  enumerator  for  this  EA 
is  authorized  to  be  paid  for  his  mileage  ("Mileage 
Authorized")  -or  whether  it  is  a  "Non-mileage"  EA. 
Make  an  entry  in  column  (16)  every  time  you  have  an 
entry  in  any  one  of  columns  (12),  (13)  or  (lU).  Get 
this  information  from  the  Crew  Leader.  It  will  either 
be  in  item  d  of  his  F-236  Check  List  or  it  will  be  re- 
corded on  his  Record  of  Assignment,  form  F-237.  If 
the  Crew  Leader  is  not  sure,  ask  him  whether  the  enu- 
merator for  this  EA  will  be  paid  for  the  miles  he 
travels  during  enumeration. 

The  major  heading  for  columns  (6)  through  (23)  of  the 
F-!t20  is  "TIME  FOR  A02IVEEC  (Enter  to  Nearest  Minute)". 
This  is,  unfortunately,  somewhat  misleading.  You 
should  remember  that  the  following  columns  which  are 
also  under  This  heading  do  not,  require  minutes  entries 
at  all: 

Column  (9) — Mileage  reading  start 
Column  (10)— Mileage  reading  stop 
Column  (11',  — ~:otal  mileage  covered 


Column  (16) ■ 


Column  (.L5)--EA  number 

Column  (16)— [Type  of  EA  (MA,NM) 

All  of  the  other  columns  in  this  group  should  show 
the  number  of  minutes  spent  on  the  activity,  which 
come  from  the  time  entries  in  columns  ( 1)  and  ( 2) . 


2.6  Columns(17)  through  (21) 
Column  (17) 


From  the  time  the  Crew  Leader  is  hired  until 
April  1  the  Crew  Leader  will  be  concerned  with 
othernreparations  for  the  census  such  as  pre- 
paring materials  for  his  enumerators .  Enter  any 
time  he  spends  on  this  activity  in  column  (17). 


Column  (18).  On  March  31  some  enumerators  will  have  to  make 

special  visits  to  hotels,  motels,  etc.,  to  obtain 
information  about  the  people  who  are  staying  at 
these  places.  This  is  called  T-night  enumeration. 
Crew  Leaders  who  have  T-night  places  in  their  dis- 
trict will  have  to  make  arrangements  for  this  enu- 
meration. The  "T"  in  T-night  stands  for  "Transient" 
Enter  the  amount  of  time  the  Crew  Leader  spends  on 
such  preparations  in  column  (18)  other  than  what 
you  record  in  column  (13)  during  the  course  of  his 
T-236  work. 


Column  (19). 


Column  (20). 


Column  (21), 


2.7  Column  (22) 


Before  April  1,  Crew  Leaders  will  also  have  to  pre- 
pare for  training  enumerators.  They  may  have  to 
locate  training  space  and  bring  training  material 
to  the  classroom.  Enter  the  amount  of  time  spent  on 
these  activities  in  column  (19) . 

On  March  31  and  April  1,  after  Crew  Leaders  finish 
'training  their  enumerators  on  how  to  take  the 
census,  they  may  spend  some  time  with  individual 
enumerators  to  see  that  they  get  off  to  a  good 
start.  This  is  called  "enumerator  induction". 
Enter  all  time  spent  by  Crew  Leaders  on  induction  in 
column  (20). 

On  the  night  of  March  31  some  Crew  Leaders  will  be 
busy  visiting  with  their  enumerators  who  are  stationed 
at  hotels  and  other  transient  places.  Enter  the  time 
the  Crew  Leader  spends  on  such  T-night  activities  in 
column  (21). 

The  heading  over  column  (22)  is  "Personal  Time" . 
Include  under  this  heading  all  time  that  the  Crew 
Leader  spends  in  the  course  of  a  day  on  personal 
activities  such  as  lunch,  coffee  breaks,  errands, 
shopping  at  stores,  etc.  Record  all  time  spent 
traveling  to  and  from  such  personal  activities  in 
column  (22).  Bo  not  record  this  time  in  column  (6). 
iou  do  not  have  to  record  the  number  of  miles  the  Crew 
Leader  travels  for  personal  reasons  in  columns  (3) 
through  (5). 


2.8  Columns  (23)  an&(2b) . 


Column  (23). 


The  heading  of  this  column  is  "Other" .  "Jse  this 
column  to  record  the  amount  of  time  he  spends  on 
any  activity  not  specifically  covered  by  ether  col- 
umns on  this  form. 


Column  (211). 


2.9  Total  Line. 


Whenever  you  use  column  (23),  be  sure  to  write  a 
complete  description  of  what  the  Crew  Leader  does 
in  column  (21*).  Try  to  be  brief;  however,  use  as 
much  space  as  you  need  to  make  a  complete  descrip- 
tion. Use  the  back  of  the  form  if  you  need  more 
space. 

Note  that  at  the  bottom  of  columns  i'I)  and  (2)  there 
is  the  word  "Total".  At  the  end  of  each  day  add  up 
the  number  of  minutes  in  each  time  column  and  the 
number  of  miles  in  each  mileage  column.  Enter  the 
total  for  each  column  on  this  total  line.  Note  that 
certain  columns  are  shaded.  For  example,  the  total 
line  for  column  (15)  is  shaded,  since  there  is  no 
point  in  adding  up  EA  numbers i 

3.0  HOW  TO  USE  FORM  F-l*21,  DAILY  RECORD  OF  CREW  LEADER  HOME  ACTIVITIES 

Your  Crew  Leader  may  do  a  good  part  of  his  30b  at  home.  Since  you  may 
not  be  with  him  when  he  works  at  home  give  him  a  form  F-ll21  and  shew 
him  how  to  keep  a  record  of  his  time  at  home  according  to  the  kind  of 
work  he  does.  Fill  out  items  A  through  D  before  you  give  him  the  form 
so  that  it  agrees  with  your  form  F-)*20.  Then  show  him  how  to  use  a 
separate  line  on  the  form  each  time  he  goes  from  one  activity  to  another. 
Tell  him  to  enter  the  time  he  starts  an  activity  to  the  nearest  minute 
in  column  (1)  and  the  time  he  stops  in  column  (2).  Then  instruct  him  to 
make  the  necessary  ccmputatlons  and  enter  the  total  number  of  minutes  for 
each  activity  in  one  of  columns  (3)  through  (10). 

Each  time  a  Crew  Leader  goes  heme  for  one  reason  or  another,  make  ar- 
rangements to  meet  him  whenever  he  goes  out  again  on  census  business. 
Each  time  you  meet  with  him  be  sure  to  ask  him  for  his  F-421  and  check 
to  see  that  he  has  made  his  entries  correctly  and  completely.  Skip  a 
line  between  the  last  entry  you  have  recorded  on  the  F-420  for  the  same 
day  and  the  information  you  transcribe  from  the  F-b21.     Use  a  new 
form  F-l»20  if  you  do  not  have  room  to  transcribe  all  the  Information 
from  the  T-b21   on  the  form  on  which  you  recorded  your  last  entry  for 
that  day. 

lt.0  RECORDING  TIME  AND  MILEAGE  ENTRIES 

Always  make  time  entries  to  the  nearest  minute.  For  example  :'12:13", 
"3:VT",  etc.  Ignore  seconds  when  you  read  your  watch.  For  example 
any  time  between  10:38  and  10:39  should  be  recorded  as  10:38.  Then, 
as  soon  as  the  minute  hand  reaches  10:39,  the  time  is  10:39  until  the 
minute  hand  reaches  10:^0. 

Always  record  mileage  entries  to  the  nearest  mile.  Record  only  the 
last  3  digits  of  the  mileage.  For  example,  if  the  reading  is  "TlS^b     . 
and  five  tenths",  record  the  mileage  as  "25V.  Drop  the  tenths  of 
a  mile  in  recording  mileage.  Do  not  try  to  round  up. 
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5.0  DISPOSITION  OF  FORMS 

Each  day  mail  the  F-*f21  with  the  F-U20  for  that  day  to  the  RecordB 
Supervisor.  You  will  be  given  a  pre-addreesed  envelope  for  this 
purpose.  It  requires  no  poBtage. 

6.0  HOW  TO  WORK  WITH  THE  CREW  LEADER 

1.  Do  not  attempt  to  tell  the  Crew  Leader  how  he  should  do  his  Job 
under  any  circumstances.  Remember  that  your  only  function  is  to 
keep  records  of  what  he  does  and  how  long  it  takes  him  to  do  it. 

2.  Do  not  do  anything  that  may  delay  the  Crew  Leader  or  distract 
him  from  hie  job. 

3.  Take  particular  care  not  to  interfere  with  the  Crew  Leader's  work, 
although  it  may  be  necessary  to  consult  him  occasionally  in  order 
to  complete  your  records  correctly. 

U.  You  must  be  prepared  to  accompany  your  assigned  Crew  Leader  at  all 
times  regardless  of  when  he  does  his  work.  Avoid  causing  him  any 
delay  in  starting  work  when  he  wishes  to  do  so.  You  will  not  ac- 
company the  Crew  Leader  when  he  is  at  home,  when  he  is  receiving 
his  training,  or  while  he  is  training  his  enumerators. 

5=  It  will  be  up  to  you,  the  Records  Clerk,  to  arrange  with  the  Crew 
Leader  when  you  will  meet  him  the  following  day  before  he  begins 
work.  Do  this  at  the  end  of  each  day's  work. 

6.  Always  be  on  time  for  meetings  with  the  Crew  Leader.  He  will  be 
told  to  go  without  you  if  you  are  more  than  15  minutes  late. 

7.  In  order  for  us  to  get  a  complete  picture,  you  must  stay  with  your 
assigned  Crew  Leader  from  now  until  the  end  of  April  1.  If  you 
are  not  with  him  for  even  one  day,  we  will  not  have  the  complete 
picture.  This  means  you  should  not  ask  to  be  excused  from  accom- 
panying your  assigned  Crew  Leader  except  for  emergencies.  If  an 
emergency  should  arise,  notify  the  Records  Supervisor  as  soon  as 
possible. 

8.  Do  not  discuss  your  work  with  the  Crew  Leader  anymore  than  is 
necessary.  His  own  job  is  all  he  haB  time  to  worry  about.  However-, 
do  not  hesitate  to  ask  the  Records  Supervisor  for  technical  help 

if  you  have  any  questions. 


9.  Make  all  entries  on  your  form  F-lf20  accurately  and  completely. 
Use  ordinary  black  pencil.  Be  neat  and  write  as  legibly  as  you 
possibly  can.  The  numbers  you  collect  are  of  no  value  if  they  are 
not  legible. 

10.  Do  not  combine  your  work  as  a  Records  Clerk  with  any  other  job, 
such  as  selling  magazine  subscriptions,  collecting  information  for 
directory  publishers,  or  Belling  or  advertising  articles  of  any 
kind. 

11.  Refrain  from  political  activities  during  your  employment.  Do  not 
leave  cards  or  other  literature  supporting  any  candidate  for 
politic  office.  Do  not.  argue  or  flebate  the  merits  of  either 
candidates- or  political  issues. 

7.0  ACCIDENT  PREVENTION  AND  COMPENSATION 

As  an  employee  nt  the  Federal  Government  you  are  entitled  to  medical  care 
or  compensation  if  you  are  injured  Min  the  performance  of  duty".  These 
benefits  are  regulated  by  the  Bureau  of  Employees'  Compensation;  Depart- 
ment of "Labor r 


Safety  precautions — Make  "Safety  First" 
out  for  these  hazards  of  enumerating: 


your  slogan.  Be  on  the  look- 


(1)  Mean  dogs --Take  no  chances  with  vicious  looking  dogB-  If  you 
cannot  get  the  attention  of  the  owner  of  the  dog,  try  to  ar» 
range  an  appointment  with  the  owner  by  telephone. 

(2)  Falls— Reduce  the  possibility  of  falls  by  stepping  cautiously 
on  dark  or  rickety  stairs  and  uneven  walis.  Do  not  take  short- 
cuts when  the  footing  is  difficult. 

(3)  Automobile  accidents — Give  full  attention  to  driving  when  you 
use  your  car.  Always  get  out  of  your  car  on  the  curb  side. 

What  to  do  in  case  of  accident— If  you  are  injured,  get  first  aid 
from  the  nearest  source.  Then  report  the  injury  to  your  Records 
SuperviBor  as  soon  as  possible.  Get  nameB  and  addresses  of  any 
witnesses  to  the  accident.  If  fVirther  treatment  is  needed,  your 
Records  Supervisor  will  inform  younihefe  to  obtain  it.  He  will 
also  give  you  the  necessary  forms  for  your  official  reporting  of  the 
accident,  which  is  necessary  for  free  medical  care  or  compensation. 
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TO  THE  RECORDS  SUPERVISOR: 


This  is  your  training  guide.  In  order  to  have  instructions  as  nearly -uniform 
as  possible  throughout  the  offices  in  the  Special  Records  Program  you  are  to 
follov  it  exactly.  At  times  you  will,  of  course,  answer  the  trainee's 
questions  by  drawing  on  your  own  knowledge  or  by  referring  to  specific  in- 
structions to  Records  Clerks;  even  so,  you  should  get  back  to  the  guide  as 
quickly  as  you  can.  Do  not  omit  anything. 

Before  the  Training. 

1.  Study  the  Guide.  This  guide  is  yours  to  use  and  to  keep.  Read  it  through 
carefully.  Put  in  any  notes,  underlining,  arrows,  etc.,  that  will  help 
you  read  with  proper  emphasis,  remind  you  of  gestures  you  wish  to  make, 
help  you  keep  your  place,  etc.  Fill  in  any  blanks,  such  as  those  requir- 
ing the  names  of  trainees,  so  that  you  can  read  without  hesitation. 

Points  covered* -left  column.  These  key  words  give  you  an  outline  of  the 
discussion  material.  There  is  plenty  of  space  here  for  you  to  make  notes 
for  your  own,  guidance. 

Discussion  material --right  column.  You  are  to  follow  this  side  exactly, 
reading  to  trainees,  asking  them  questions,  and  carrying  out  the  actions 
indicated  xd  the  boxefi. 

Symbols'---"^"  indicates  you  are  to  ask  a  question  of  a  trainee.  "A"  in- 
dicates the  approved  answer.  Read  the  answer  aloud  if  there  is  any  doubt 
afeou£.  the  correctness  of  the  trainee's  answer. 


■  wards;  within,  a  box  like  this  £ 


J  are  not  to  be  read  aloud. 


They  Indicate  some  action  that  you,  the  instructor,  must  take. 

A  dash.  line,  like  this       ^  indicates  you  are  to  call  on  a  trainee  by 
name  to  answer  a  question,  to  read  from  instructions  or  a  form,  or  to 
help  conduct  a  practice  interview. 

Whenever  you  call  on  trainees  to  do  something,  such  as  find  a  paragraph 
or  an  Item  on  a  form,  pause  long  enough  for  them  to  do  so.  Sometimes 
you  may  have  to  give  some  help  since  you  can't  always  wait  for  the 
slowest  one. 

2.  Practice.  Practice  reading  the  guide  aloud  as  you  will  in  the  classroom. 
Read  slowly  and  distinctly  so  everyone  can  hear  you.  Look  up  from  the 
page  as  much  as  you  can  and  still  read  smoothly  and  with  proper  emphasis. 
We  are  giving  you  the  words  of  instructions,  but  it  is  up  to  you  to  put 
life  and  expression  into  them — to  make  the  instruction  effective. 

3.  Name  Cards  and  Seating  Chart.  Print  name  cards  for  yourself  and  for  each 
trainee  in  letters  large  enough  for  you  to  see  from  the  front  of  the 
room.  Place  the  trainee's  name  cards  on  the  tables  where  you  want  them 
to  sit. 

4,  Have  Your  Training  Room  Ready.  Before  the  training  session  have  tables 
and  chairs  dusted  and  in  place,  ash  trays  clean,  lights  in  order, 
adequate  ventilation,  and  necessary  material  at  each  trainee's  place  and 
your  own. 

5,  Things  You  Will  Need.  Assemble  all  the  things  needed  for  the  training 
session.  See  the  list  at  the  end  of  this  section.  Be  sure  you  have 
everything  in  the  order  in  which  you  will  use  it. 

During  the  Training 

1.  The  Blackboard.  We  hope  all  training  rooms will  be  equipped  with  black- 
However,  in  case  some  of  you  may  not  be  able  to  secure  a 


boards . 
blackboard, 


we  have  made  its  use  optional. 


Exercises.  As  trainees  do  the  exercises,  look  around  the  group  and  help 
anyone  who  seems  to  be  having  difficulty  getting  started.  Also  try  to 
observe  each  one's  work-  This  may  give  you  some  idea  of  how  he  is 
going  to  perform  as  a  Records  Clerk. 


3.  Use  Your  Reference  Material 


Make  frequent  use  of  the  "Instructions  to 
Records  Clerks"  in  class  to  solve  problems  raised  by  the  trainees.  In 
this  way  you  will  demonstrate  to  them  that  they  can  sclve  most  of  their 
future  problems  themselves.  If  you  develop  in  them  the  habit  of  using 
their  "Instructions",  their  work  and  yours  will  be  much  easier. 

k.     The  Trainees .  Do  what  you  can  to  create  a  pleasant  atmosphere  in  the 
training  room  and  to  put  the  group  at  ease.  Be  friendly,  courteous, 
and  informal.  Call  trainees  by  name.  Encourage  them  to  ask  questions. 
Be  gracious  when  you  ask  them  to  read,  answer  a  question,  etc.  Guard 
against  calling  on  the  eager  one  too  often.  Try  to  draw  out  those  that 
seem  timid  or  slow  to  learn.  Try  to  give  all  members  of  the  group  an 
opportunity  to  participate. 


NOTE  TO  RECORDS  SUPERVISORS:  The  following  materials  are  listed  in 
the  order  in  which  you  will  use  them  during  training.  A  copy  of 
those  marked  with  an  asterisk  should  be  at  each  trainee's  place  before 
the  session  begins. 

•  1.  Name  card  * 

2.  ID  card 

3.  F-420  (Two  copies  to  each  trainee)  * 

4.  F-A24  (Instructions)  * 

5.  Exhibit  1  (F-420)* 

6.  Crew  Leader  Manual  * 

7.  Exhibit  2  (F-421)  * 
3.  Exercise  1 

9.  Exercise  2 

10.  Exhibit  H  C11-3QB)  * 

11.  Exhibit  15  (10-2Q9a)  * 

We  believe  that  this  training  will  take  about  five  hours.  Take  as 
much  time  as  you  need  to  do  a  thorough  job  without  either  rushing  or 
lagging.  Schedule  a  fifteen  minute  rest  period  at  mid-morning  and 
break  for  an  hour's  lunch  if  you  see  that  you  will  not  finish  before 
lunch  time. 


Points  covered 


1.  Welcome 


Discussion  material 


Good  morningl  My  name  is 


I  Hold  up  your  name  card 


2.  General 


I  am  your  supervisor.  I  will  train  you, 
check  your  work,  and  help  you  with  your 
problems.  As  I  call  your  name,  please  hold 
up  your  hand. 

Your  training  today  will  probably  last  about 
four  houra. 

On  April  1,  160?000  enumerators  v/ill  start  talcing 
a  census  of  Population  and  Housing  throughout  tfoe 
United  States.  These  enumerators  will  be 
supervised  by  Crew  Leaders   Each  Crew  Leader  will 
be  responsible  for  about  lb  enumerators  on  the 
average . 

In  order  to  get  information  for  planning  future 
Censuses  we  want  to  find  out  how  long  it  will 
take  Crew  Leaders  to  do  each  of  the  different 
things  they  will  have  to  do  before  the  Census 
starts  in  order  to  get  ready  for  this  job. 

Since  it  would  be  very  costly  to  have  someone 
accompany  each  one  of  the  10,000  Crew  Leaders 
who  will  be  working  on  this  Census t   we  can.  only 
afford  to  keep  records  on  a  small  sample  of 
these  people..  Your  job  will  be  to  accompany  one 
Crew  Leader  to  whom  you  will  be  assigned  and  re- 
cord the  different  activities  that  he  works  on 


126 


1960  CENSUSES  OF  POPULATION  AND  HOUSING 
Appendix  D,  Crew  Leader  Observation  Before  Enumeration-Continued 


Points  covered 


How  You  Will 
Do  Your  Job 


A. 


Form  F-420, 
Daily  Record 
of  Crew  Leader 
Activities 


F-425   RECORDS   SUPERVISOR'S   GUIDE 

(Daily  Record  of  Crew  Leader 

Discussion  material 

each  day  between  now  and  April  1st*  I  want  to  impress 
on  you  how  important  your  job  is  since  the  records 
you  keep  will  be  multiplied  almost  100  times  in  order 
to  get  an  estimate  of  the  amount  of  time  that  all 
Crew  Leaders  spent  during  the  preparatory  phase  of 
the  I960  census. 

The  Crew  Leader  whom  you  will  accompany  for  the 
next  few  weeks  will  be  notified  that  you  will  be  with 
him  wherever  he  goes  except  for  the  time  he  spends 
being  trained  himself,  training  enumerators  or  when  he 
is  at  home.  Before  you  leave  today  I  shall  give  you 
a  supply  of  records  which  you  will  use  to  record 
the  kind  of  worK.  the  Crew  Leader  does,  how  much  tiae 
it  takes  him  to  do  it  and  if  he  usee  his  car  how 
many  miles  he  will  have  to  drive. 

Although  you  will  be  spending  almost  all  of  your 
time  with  the  Crew  Leader  to  whom  you  will  be 
assigned,  you  will  be  reporting  to  me  each  day  by 
mail.   If  you  want  to  get  in  touch  with  me  for  any 
reason  my  address  and  telephone  number  are: 
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the  F-424  carefully  before  you  start  to  work  so 
that  you  will  be  thoroughly  familiar  with  your 
instructions. 

Look  at  the  identification  items  in  the  upper 
right  corner  of  this  form.  At  the  start  of  each 
day  enter  the  full  name  of  the  Crew  Leader  in  Item 
A.  In  Item  B  enter  your  own  name.  In  Item  C  enter 
the  District  Office  City  and  Code  Number,  The 
City  and  Code  Number  for  your  District  Office  is 


Give  trainees  your  address  and  telephone 
number  where  they  can  reach  you. 


How  many  of  you  have  received  an  official  identifica- 
tion card? 


Display  ID  card,  and  be  sure  that  each 
trainee  has  one. 


This  card  is  to  be  worn  in  plain  view  whenever  you 
accompany  a  Crew  Leader  on  the  job.  It  is  evidence 
of  your  authority  to  be  with  him.   If  you  haven't 
already  done  so  sign  the  back  of  the  card  now. 

Show  trainees  where  card  is  to  be  signed 

If  you  should  lose  your  card  notify  me  at  once. 

Most  of  you  were  given  a  brief  description  of  your 
job  as  Records  Clerk  so  you  should  already  have  a 
general  idea  of  what  your  work  will  consist. 
First  of  all,  you  will  be  paid  $1.60  per  hour  for 
each  hour  that  you  work  and  for  each  hour  that  you 
spend  in  training.  Second,  you  must  have  for  your 
own  use  a  good  wrist  watch  or  pocket  watch  which  you 
can  read  easily  to  the  nearest  minute.  Keep  in  mind 
that  although  you  are  accompanying  a  Crew  Leader 
and  keeping  records  of  his  work  it  does  not  mean 
that  we  are  checking  up  on  him  as  an  individual. 
The  records  you  keep  will  not  affect  him  in  any  way. 
Later  on  I  shall  give  you  some  general  rules  of 
behavior.  But  first  let's  see  just  what  the  basic 
job  is  that  you  will  have  to  do. 

You  all  have  a  copy  of  Form  F-4.20  in  front  of  you. 
This  form  is  called  the  Daily  Record  of  Crew  Leader 
Activities.  This  is  the  principal  form  you  will  use 
in  your  work. 

You  also  have  a  copy  of  F-4-24,  Instructions  to 
Records  Clerks,  on  your  desk.  Most  of  the  material 
in  these  instructions  will  be  presented  to  you  at 
today's  training  session.  However,  you  should  read 


Have  trainees  make  a  record  of  this  infor- 
mation that  they  will  enter  in  Item  C. 


Since  you  will  be  keeping  a  separate  record  for  each 
day  that  the  Crew  Leader  works,  be  sure  to  enter 
in  Item  D  the  month  and  day  on  which  the  Crew  Leader 
works.  Are  there  any  questions  so  far? 


Pause  for  Questions. 


Use  a  separate  line  on  the  F-420  each  time  the  Crew 
Leader  goes  from  one  job  to  the  next.  Since  the 
Crew  Leader  may  do  many  different  things  in  the  course 
of  a  day  you  may  have  to  make  out  more  than  one  sheet 
for  the  same  day.  If  so,  be  sure  that  each  of  the 
sheets  contains  the  identification  information  in 
Items  A  through  D  in  the  upper  right  corner. 

Before  we  go  into  the  details  of  filling  out  the 
different  columns,  I  want  to  give  you  a  general  idea 
of  how  you  will  use  the  form.  Turn  to  Exhibit  1. 
You  have  a  copy  on  your'  desk0 


Give  trainees  time  to  locate  Exhibit  1 


The  Records  Clerk  in  the  Exhibit  is  Joan  Candy. 
The  Crew  Leader  she  accompanies  is  James  Brown, 
The  District  Office  is  St.  Louis,  which  has  a 
District  Office  Code  Number  of  1021,  The  date  of 
the  Daily  Record  is  March  13, 

If  you  look  at  Column  (l)  you  will  note  that  the 
entry  on  the  top  line  is  8:43.  This  means  that  the 
Records  Clerk  met  the  Crew  Leader  the  morning  of 
March  13  and  that  at  8:43  the  Crew  Leader  star'ad 
his  car  and  drove  to  the  County  Courthouse,  arriving 
there  at  9:16,  The  Records  Clerk  recorded  the 
number  of  miles  to  the  Courthouse  in  Column  (5) 
and  in  Column  (6)  the  length  of  time  it  took  to 
travel  there  which  was  33  minutes.  From  9:16  to 
10:00  the  Crew  Leader  visited  the  County  Courthouse 
to  go  over  a  list  of  enumejator  candidates.  Since 
this  took  kU   minutes  the  Rerords  Clerk  entered  that 
amount  of  time  in  Column  (7) ,  The  Crew  Leader  then 
went  from  the  Courthouse  to  che^k  the  map  for  one 
of  the  areas  which  will  be  assigned  to  an  enumerator 
on  April  1st,  Note  that  the  Records  Clerk  used  one 
line  to  record  the  travel  time  to  get  to  the  area  and 
the  number  of  miles  he  drove.   The  Records  Clerk  then 
used  the  next  line  to  show  the  amount  of  time  the 
Crew  Leader  spent  doing  certain  ch6ck  work  within 
this  enumerator ' s  area. 


Points  covered 


APPENDIXES-FORMS  AND  INSTRUCTIONS 
Appendix  D,  Crew  Leader  Observation  Before  Enumeration-Continued 

F-425       RECORDS       SUPERVISOR'S       GUIDE       FOR       TRAINING        RECORDS       CLERK   S— C  0  N. 

(Daily  Record  of  Crew  Leader  Activities  Before  Enumeration) 
Discussion  material 


127 


Hov  to  Hake 
Entries  in 
Columns  (1) 
Through  (5) 
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We  will  go  over  Exhibit  1  in  detail  later  on. 
Right  now  I  am  only  interested  in  pointing  out 
that  Records  Clerks  will  use  one  line  to  record 
travel  related  to  a  particular  activity  and  a 
separate  line  to  record  the  amount  of  time  spent 
on  the  activity  itself. 

You  will  use  column  (1)  for  entering  the  exact  time 
that  the  Crew  Leader  either  starts  working  on  some 
particular  activity  or  starts  travelling  from  one 
place  to  another  in  connection  with  his  work. 
Remember,  you  start  a  new  line  each  time  the  Crew 
Leader  finishes  one  activity  and  goes  to  the  next. 
Occasionally  the  Crew  Leader  may  seem  to  be  working 
on  a  number  of  different  things  all  of  which  can  be 
recorded  under  one  column  of  the  F-420.  A  good 
example  of  this  would  be  the  things  a  Crew  Leader 
may  have  to  do  in  connection  with  hiring  enumerators. 
For  example,  when  the  Crew  Leader  went  to  the  County 
Courthouse  to  look  over  the  list  of  enumerator  job 
applicants,  he  may  also  have  spent  some  time  testing 
job  applicants,  arranging  for  others  to  come  in  to 
be  tested,  etc.  All  of  these  things  come  under  the 
heading  of  recruiting,  testing  and  selection  and 
do  not  require  separate  lines  on  the  daily  record, 
provided  the  Crew  Leader  does  them  at  the  same  time. 

The  start  time  in  Column  (l)  should  always  be  the  same 
as  the  stop  time  in  Column  {2)  on  the  line  above.  Look 
at  Exhibit  1  again.  The  entry  in  Column  (2)  on  the 
first  line  is  9:16.  Then  you  will  notice  the  start 
time  on  the  next  line  in  column  (1)  is  also  9:16. 
Does  everyone  see  this?  Are  there  any  questions? 


Pause  for  Questions 


If  the  Crew  Leader  uses  his  car  to  get  from  one  place 
to  another,  his  start  time  will  be  when  he  actually 
starts  his  car;  that  is  to  say,  when  he  turns  on  the 
ignition  switch  in  his  automobile „  Notice  that  all 
of  the  time  that  Crew  Leader  James  Brown  spent  at  the 
County  Courthouse,  up  to  the  time  when  he  actually 
started  hie  car  and  drove  away,  ia  included  in  the  AA 
minutes  in  Column  (7) ,  under  "Enumerator  Recruitment, 
etc."  We  are  not  interested  in  recording  separately 
the  amount  of  time,  for  example „  it  takes  to  walk 
from  the  Courthouse  to  where  the  Crew  Leader's  car  is 
parked.  Are  there  any  questions  about  Column  (l)? 


Pause  for  Questions 


You  will  use  Column  (2)  to  record  the  time  when  the 
Crew  Leader  stops  working  on  a  particular  activity  or, 
if  travel  is  involved,  when  he  actually  reaches  his 
destination.  If  he  irives,  consider  the  Crew  Leader 
to  have  reached  his  destination  when  he  stops  the  car 
and  turns  off  the  ignition,, 

Note  tihat  the  heading  over  Columns  3,  U9   and  5  says 
"Travel  outside  EA". 

Since  we  will  be  using  the  term  "EA"  repeatedly  in 
connection  with  the  Crew  Leader's  work,  let  me  explain 
what  we  maan  by  this  abbreviation.,  As  we  mentioned 
before,  a  Crew  Leader  will  supervise  between  16  and  20 
enumerators.  He  will  assign  each  one  of  his  enumerators 


6. 


Row  to  Make 
Entries  in 
Column  (6) 


Discussion  material 

a  small  area  of  1,000  people  or  less.  The  letters 

"EA"  stand  for  "Enumerator  Assignment".  In  cities 
and  towns  an  "EA"  may  be  part  of  a  single  block  or 
several  blocks.  Each  "EA"  will  have  a  specific 
number  and  each  enumerator  will  be  given  a  map  for 
his  area. 

One  of  the  things  that  the  Crew  Leader  will  have  to 
do  before  April  1st  is  to  visit  each  of  these  small 
areas,  EAfs,  in  his  Crew  Leader  district  to  see  that 
the  maps  are  accurate  and  up-to-date.  If  the  Crew 
Leader  finds  that  a  great  many  new  homes  or  apartments 
are  in  the  area,  he  may  have  to  assign  more  than  one 
enumerator  to  the  EA  in  order  to  finish  the  Census 
on  time. 

We  want  to  record  separately  the  amount  of  time  that 
Crew  Leaders  spend  on  making  these  ohecks  within 
EA's.  Therefore,  we  are  going  to  ask  all  of  you  to 
make  a  separate  record  of  travel  within  EA's  and  a 
separate  record  of  all  travel  outside  EA's.  You  will 
use  Columns  (3)  through  (5)  to  record  travel  outside 
an  EA  and  Columns  (9)  through  (11)  to  record  the 
number  of  miles  the  Crew  Leader  drives  within  an  EA. 
However,  you  will  make  your  entries  in  all  Columns 
exactly  the  same  way. 

Look  at  Column  (3)  of  Exhibit  1.  The  entry  on  line 
(l)  is  4:30  and  the  entry  in  Column  (4)  on  the  same 
line  is  4-:4-2.  When  the  Records  Clerk,  Joan  Candy,  met 
James  Brown  she  noted  that  the  mileage  reading  on  his 
car  was  thirty  nine  thousand,  four  hundred  and  thirty 
miles  and  four  tenths. 


Write  39,^30.4  on  the  Blackboard. 


It  is  unlikely  that  a  Crew  Leader  will  be  driving  more 
than  999  miles  on  any  one  trip !   So  you  only  have  to 
write  down  the  last  three  digits  on  the  mileage  in- 
dicator. The  Records  Clerk  in  Exhibit  1  only  recorded 
ii-30. 


Put  the  following  illustration  on 
the  Blackboard: 


39  |~530~1  ^ 


Note  that  the  Records  Clerk  dropped  the  thirtynine 
thousand  and  also  the  four  tenths.  Always  ignore 
tenths.  Do  not  try  to  round  them  to  the  nearest 
mile. 

In  Column  (6)  enter  the  total  number  of  minutes  it 
takes  the  Crew  Leader  to  make  a  trip  from  the  time  he 
starts  his  car  to  the  time  he  turns  the  ignition 
switch  off. 

Your  Crew  Leader  may  often  travel  from  one  activity 
to  another  on  foot  or  by  public  transportation. 
Always  use  your  best  judgment  to  determine  start  and 
stop  time.  If  the  Crew  Leader  takes  a  bus  or  street 
car,  the  start  time  will  be  the  time  you  board  the 
vehicle  and  the  stop  time  will  be  the  time  you 
alight  from  the  vehicle. 

The  number  of  minutes  you  enter  in  column  (6)  is  the 
difference  between  your  time  entries  in  column  (2) 
and  column  (l).  Look  at  the  next  line  of  Exhibit  1. 
The  Records  Clerk  determined  that  the  total  travel 
time  in  column  (6)  was  31  minutes.  Be  careful 
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7- 


The  Heading 
of  Column  (7) 
is  Enumerator 
Recruiting, 
Testing  & 
Selection 


Columns  (8) 
through  (1&) 


when  you  subtract  column  (l)  from  column  (2)  since 
you  will  be  dealing  with  time  entries  and  cannot  use 
the  ordinary  rules  for  subtraction.  Do  not  do  this; 


Put  following  illustration 
on  the  Blackboard: 

6:09  P*m. 

5j_3Q  p.m.     Wrong i 
67  minutes 


Use  column  (6)  for  recording  all  Crew  Leader  travel 
except  any  travel  he  does  within  an  EA. 

Remember,  we  always  want  the  total  number  of  minutes 
in  column  (6)  so  do  not  make  entries  such  as  "1  hour 
and  13  minutes"  or  "2  hours  and  3  minutes."  Always 
record  the  total  number  of  minutes.  You  will  find  it 
much  easier  when  you  have  to  add  up  the  columns  later 
on  to  get  the  total  number  of  minutes.  Are  there  any 
questions? 


Pause  for  questions. 


As  I  said  earlier,  Crew  Leaders  will  be  spending 
part  of  their  time  before  April  1  hiring  enumerators 
to  work  on  the  Census.  Record  the  amount  of  time 
your  Crew  Leader  spends  on  this  work  in  column  (7)< 
Remember,  that  if  you  are  not  sure  how  to  classify 
what  the  Crew  Leader  is  doing  at  any  given  time, 
you  should  ask  him.   Whenever  you  are  in  doubt,  use 
columns  (23)  and  (2k)   for  describing  the  activity 
and  the  amount  of  time  it  takes  the  Crew  Leader  to 
do  it. 

Columns  (8)  through  (16)  are  for  recording  the  amount 
of  time  the  Crew  Leader  spends  doing  what  we  call 
"F-236  work"  both  outside  the  EA's  and  within  the  EA's 
in.  his  district. 

,  would  you  read  paragraph  5-1  on  page 


5-L  of  the  Crew  Leader's  Manual. 


WteLt  for  trainee  to  finish 
reading  Reason  f . 


You  each  hare  a  copy  of  the  manual  that  the  Crew 
Leader  will  refer  to  for  performing  his  various  duties. 
Although  we  hardly  expect  you  to  know  this  manual  the 
way  the  Crev  Leader  will,  you  should  look  over  the 
parts  of  the  manual  which  describe  his  activities 
through  April  1st.  I  suggest  that  you  all  read 
section  5-0  very  carefully  before  you  start  working, 
since  this  section  describes  the  activities  you  will 
be  recording  in  columns  (8)  through  (16). 

Before  we  go  into  the  detail  of  filling  out  the  various 
columns,  would  you  all  turn  to  Appendix  B  toward  the 
back  of  the  Crew  Leader's  Manual.  Appendix  B  is  an 
exhibit  of  form  F-236. 


Give  trainees  time  to  locate 
Appendix  B. 


This  Appendix  shows  the  way  the  Crew  Leader's  check 
list  for  map  review  and  preparatory  work  should  be 
filled  out.  This  check  list  is  called  the  F-236. 

In  general,  a  Crew  Leader  will  take  about  3  or  k 
8-hour  days  to  fill  out  all  of  the  F-236 's  for  his 
enumerators. 


9-  Columns  (9) 
through  (11) 


10.  Column  (13) 


Your  Crew  Leader  may  fill  out  the  front  of  the  check 
list  and  page  2  before  he  actually  travels  to  the  EA 
to  make  the  rest  of  the  checks.  He  will  fill  in  items 
a  through  d  to  identify  the  form  just  as  you  fill  out 
the  Identification  information  on  your  T-k20.      Then  he 
will  make  the  checks  shown  on  page  2.   Please  read  to 
yourselves  the  instructions  in  items  1,  2A,  2B  and  3. 


Give  trainees  time  to  read 
instructions . 


Are  there  any  questions  so  far? 


Pause  for  questions. 


Your  Crew  Leader  will  probably  fill  out  items  a  through 
d  and  items  1,  2  and  3  on  his  F-236 's  before  going  out 
to  make  the  checks  called  for  in  items  k   through  12. 

Your  Crew  Leader  may  drive  to  the  EA  he  plans  to  check, 
park  the  car  and  then  fill  out  the  F-236  through  item 
3*  Enter  the  amount  of  time  he  spends  doing:  this  in 
column  (8)  just  as  you  would  if  he  did  this  work 
before  actually  driving  to  the  E£~ 

Use  columns  (9)  through  (11-).  for  determining:  the  num- 
ber of  miles  a  Crew  Leader  spendfe  traveling  inside  an 
BA  when  he  perf  tarms  the  checks  described  on  the  F-236. 
Make  your  entries  in  these  columns  exactly  as  you 
would  in  columns;  ('3)>  ik}   nrtf?  (5). 

In  column  ('9)>  enter  the  mileage  reading  when  the  Crew 
Leader  arrives  at  the  EA.  Generally,  the  first  thing 
he  will  do  will  be  to  drive  as  close  as  possible  to 
the  place  in  the  EA  where  he  plans  to  start  working. 
filter  the  mileage  reading  at  this  point  in  column  (9). 

The  first  thing  he  may  do,  once  he  gets  to  the  EA, 
will  be  to  make  a  list  of  addresses  in  item  UA  of  the 
F-236.  Look  at  item  kh.   in  Appendix  B  in  the  Crew 
Leader's  Manual.  He  will  use  this  list  of  addresses 
after  April  1  to  check  how  well  the  enumerator  is  doing 
hie  Job.  We  call  this  activity  "prelisting".  Most 
of  the  time  the  Crew  Leader  will  make  this  prelisting 
on  foot.  However,  whether  he  uses  his  car  or  not  you 
would  enter  the  time  he  spends  on  item  kPi   in  column 
(12)  of  your  F-U20. 

Once  the  Crew  Leader  finishes  prelisting  he  will  make 
all  of  the  remaining  checks  on  the  F-236  at  one  time. 
Look  at  item  (5)  on  page  B-5  of  the  Appendix.  You 
will  see  that  after  the  Crew  Leader  completed  item 
kk,   he  then  traveled  throughout  the  EA  estimating  the 
number  of  dwellings  in  each  block.  Note  that  there 
are  several  pages  for  item  (5)  since  he  will  be  asked 
to  do  this  for  each  block.  If  the  EA  is  one  where  the 
enumerator  will  be  paid  for  the  mil«=>s  he  travels,  the 
Crew  Leader  does  not  have  to  fill  out  item  5  since  he 
would  have  to  spend  too  much  time  in  driving  around. 

You  will  note  that  Item  (7)  of  F-236  Instructs 
the  Crew  Leader  to  identify  special  dwelling 
places,  which  he  may  come  across  while  checking 
the  EA.   These  places  include  hotels,  motels, 
Jails,  hospitals  and  other  places  where  he  may 
have  to  make  special  arrangements  to  count  the 
people  who  live  there.   If  he  should  go  Into  any 
such  places,  show  the  time  he  enters  the  place  in 
column  (1),  and  the  time  he  leaves  in  Column  (2). 
In  Column  (13)  enter  the  total  number  of  minutes 
he  spent  within  the  place  itself. 
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11.  Column  (14)         Us*  Column  (14)  to  record  the  time  the  Crev 

Leader  spends  within  an  EA  making  all  the  other 
checks  shown  on  the  F-236.   Include  any  time  he 
spends  driving  or  walking  through  the  EA  to 
estimate  the  numher  of  housing  units,  to  correct 
maps,  or  to  describe  special  problems  which  his 
enumerator  will  need  to  know  before  he  starts 
working  on  April  1st. 

For  example,  loot  at  Exhibit  1.  Notice  the  first 
entry  in  Column  (9)  is  1*50.  It  is  in  the  same 
line  as  the  entry  for  time  spent  on  prellsting  in 
Column  (12).  This  means  that  after  the  Crew 
Leader  reached  the  EA  he  planned  to  work  in,  the 
mileage  reading  for  his  car  was  450. 

Next,  he  spent  from  10:31  in  Column  (l)  to  11:17 
in  Column  (2)  on  prellsting.  The  time  spent  on 
this  activity  was  entered  In  column  (12)  and  the 
number  of  the  EA  and  the  type  of  assignment  was 
entered  in  columns  (15)  and  (16)  on  the  same  line. 

In  this  example  the  Crev  Leader's  mileage  reading 
on  his  automobile  when  he  left  the  EA  was  458. 
This  mileage  reading  was  entered  In  column  (10)  on 
the  same  line  as  the  mileage  reading  In  column  (9) 
when  he  entered  that  EA. 

The  entry  In  column  (11)  on  the  same  line,  shows 
the  total  miles  driven  by  the  Crew  Leader  In  that 
EA. 

Ts  eumnarite— use  columns  (1)  and  (2)  to  record 
the  start  and  stop  time  for  each  activity  In  columns 
(8)  through  (14).  Dae  columns  (9)  through  (11)  to 
record  the  number  of  miles  the  Crev  Leader  drives 
■xltfcta  1*e  HL.  Use  columns  (0)  and  (12)  through 
(14)  for  reccrding  the  actual  cumber  of  minutes 
spent  on  each  F-236  check. 

Be  sure  to  ester  the  number  of  the  EA  Involved  In 
column  (15)  for  every  entry  In  col-imns  {12),   (13) 
and  (Ik).     Ask  the  Crew  Leader  each  time  to  get  the 
EA  number. 

An  EA  may  be  made  up  of  smaller  areas,  which  we 
call  Enumeration  Districts  or  "ED's".  For  example, 
an  EA  may  have  3  ED'S  numbered  like  this: 


Write  on  the  Blackboard: 

21-43N,  21-43P,  21-43R 


Since  the  basic  number  is  the  same  in  each  case,  all 
you  need  to  do  Is  write  dovn  the  number.  In  this 
case,  record  21-43.  Disregard  the  letters  such  as 

"N",  "P"  and  "R".  Identify  each  separate  EA,  because 
after  the  Census  Is  over  ve  will  compare  the  time 
records  you  keep  with  the  F-236 's  that  the  Crew 
Leader  actually  filled  out  voile  you  were  accompany- 
ing him. 

Item  d  on  the  front  of  the  F-236  tells  whether  the 
EA  is  one  where  the  enumerator  is  authorized  to 
be  paid  for  the  number  of  miles  he  drives,  or  If 
the  EA  Is  a  "nonmlleage"  5A.  Since  Crev  Leaders 
vill  not  check  Item  5  of  the  F-236  if  the  enumer- 
ator for  the  EA  will  be  authorized  mileage,  it  is 
important  that  you  describe  the  type  of  EA  In 
column  (16)  of  the  F-420.  If  the  Crev  Leader 
Is  not  sure,  you  might  suggest  that  this  informa- 
tion may  be  recorded  on  his  Record  of  Assignment, 
ffo»»  F-237.  Are  there  any  questions  on  columns  (8) 
trough  (16)? 


Points  Covered 


12.  Columns  (17) 
through  (21) 


12a.  Column  (17) 


12b.  Column  (18) 


12c.  Column  (19) 


12d.  Column  (20) 


12e.  Column  (21) 


12f.  Column  (22) 


Discussion  Material 

Although  the  heading  over  columns  (6)  through  (23) 
of  the  F-420  says  "Time  for  Activity",  you  all 
realize  by  now  that: 

Column  (9)  is  mileage  reading,  start 

Column  (10)  Is  mileage  reading,  stop 

Column  (11)  is  total  miles  driven  in 

the  EA 

Column  ( 15 )  calls  for  the  EA  number 

Column  (16)  calls  for  an  entry  of  "MA" 

or  "DM" 

Q.  ,  can  you  tell  me  in  vhich  of 

columns  To)  through  (16)  you  enter  number 
of  minutes? 

A.  6,  7,  8,  12,  13,  14. 

In  addition  to  hiring  enumerators  and  checking 
Individual  EA's,  your  Crew  Leader  will  be  spend- 
ing a  good  part  of  his  time  doing  other  work  in 
preparing  for  the  enumeration. 

Enter  In  column  (17)  any  time  the  Crew  Leader 
spends  preparing  the  actual  materials  and  maps 
his  enumerators  vill  need  to  work  with. 

Enter  in  column  (18)  any  amounts  of  time  the 
Crev  Leader  uses  In  preparing  for  T-night. 

,  vill  you  read  the  part  of  paragraph  2.6 
In,  your  Instructions  vhich  discusses  column  (18)? 


Give  trainee  time  to  read  paragraph 


Do  not  use  column  (18)  if  the  Crev  Leader  goes 
into  a  hotel,  say,  during  an  EA  check.  Use 
column  (13)  for  this.  Use  column  (18)  only  when 
T-nlght  preparations  are  not  made  during  an  EA 
cheek. 

Use  column  (19)  for  recording  any  time  your  Crew 
Leader  spends  getting  ready  to  train  his  enumer- 
ators. This  .includes  going  to  the  training 
location  ahead  of  time  to  set  up  desks  and  take 
supplies  out  of  the  various  cartons  they  come  in. 

,  would  you  read  the  part  of  paragraph  2.6 


of  your  Instructions  vhich  discusses  column  (20)? 
It  starts  out  "On  March  31 " 


Walt  for  trainee  to  finish  reading 


Are  there  any  questions  on  vhat  you  should  record 
in  column  (20)? 


Pause  for  questions 


You  vill  not  use  column  (21)  of  your  F-420  before 
March  31  when  your  Crew  Leader  may  spend  some 
time  visiting  different  hotels  and  other  transient 
places  where  his  enumerators  are  working. 

Are  there  any  questions  on  vhat  you  vill  enter  in 
columns  (17)  through  (21)? 


Pause  for  questions 


_,  vould  you  read  paragraph  2-7  of  your 


instructions  vhich  tells  us  hov  to  record  the 
time  Crev  Leaders  spend  on  personal  business? 


Give  trainee  time  to  read 
paragraph  2.7 


Pause  for  questions 


Let's  see  hov  we  vould  handle  this  situation. 
On  the  way  to  the  York  Hotel  vhere  your  Crev 
Leader  has  to  make  arrangements  for  T-nlght, 
she  decides  to  stop  at  the  Post  Office  to 
mall  a  package  to  her  mother. 
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13.  Columns  (2(3) 
and  (2k) 


Ik.     Total  Line 


15.  Form  F-421, 
Daily  Record 
of  Crew  Leader 
Home  Activi- 
ties 


Call  on  different  trainees  for  the 
entries  they  would  make.  The  answer 
to  the  question  has  the  following 
parts. 


A.  1.  Enter  the  time  you  reach  the  Post 

Office  in  column  (2)  to  show  when  the 
trip  to  the  Hotel  was  interrupted. 

2.  Then  complete  columns  (3),  (k) ,    (5) 
and  (6). 

3.  Then  go  to  the  next  line  and  enter  the 
time  you  get  to  the  Post  Office  In 
column  (l). 

k.   Enter  the  time  you  leave  the  Post  Office 
I?,  column  (2). 

5.  Enter  the  number  of  minutes  in  ~;he  Post 
Office  in  column  (22). 

6.  Ent^r  the  time  you  leave  the  Post-  Office 
in  column  (l)  on  the  next  line  also  to 
show  you  are  resuming  the  trip  to   the 
York  Hotel  on  Census  business. 

Use  columns  (23)  and  (2k)  to  record  ;ime  the  Crev 
Leader  spends  on  any  activity  which  is  sot  speci- 
fically included  in  any  oxher  column  on  .your  •'—  .  'V 

,  would  you  please  read  paragraph  -P..3  -.0 


the  class? 


Give  trainee  time  to  read 
Paragraph  2.8 


"1 


Are  there  any  questions  on  how  to  use  these  columns7 


Pause  for  questions 


If  you  will  look  at  the  bottom  of  columns  (1)  and 
(2)  on  your  F-420,  you  will  notice  the  word,  "Total". 
At  the  end  of  each  day,  add  up  the  total  number  of 
minutes  you  recorded  for  the  Crew  Leader  in  each  of 
the  time  columns  on  the  form.  Also,  add  up  the 
total  number  of  miles  the  Crew  Leader  drove  that 
day  at  the  foot  of  each  mileage  column.  Enter  the 
totals  for  each  column  on  the  "Total"  line.   If  you 
filled  more  than  one  F-U20  during  the  day,  enter  the 
totals  for  each  separate  sheet.   Do  not  enter  a 
grand  total  for  all  sheets.   I  will  do  this  for  you 
when  I  receive  the  forms.  Are  there  any  questions? 


Pause  for  questions 


The  Crew  Leader  you  accompany  may  do  a  good  part 
of  his  Job  at  home.  He  will  probably  spend  a  good 
deal  of  time  telephoning  his  enumerators  from  home 
as  well 'as  make  other  preparations  before  April  1st. 
Since  you  will  not  be  with  your  Crew  Leader  when  ie 
does  this  work,  you  must  arrange  to  get  a  record  of 
the  time  he  spends  on  Census  business  at  home  so  that 
we  will  have  a  complete  record  of  all  the  time  the 
Crew  Leader  works  during  the  preparatory  phase  of  the 
Census . 

The  way  you  will  get  a  record  of  the  Crew  Leader's 
time  at  home  will  be  to  have  the  Crew  Leader  keep 
his  own  record  on  a  F-U21.  Please  turn  to  Exhibit  2. 

This  is  the  form  you  will  give  the  Crew  Leader  at 
the  end  of  each  day,  or  whenever  the  Crew  Leader 
goes  home  for  any  extended  period.  Fill  out  identi- 
fication items  A  through  D  before  you  give  him  the 
form  so  that  it  will  agree  with  the  information  on 
your  F-U20.  Then  show  him  how  to  report  his  time  at 
home  according  to  the  kind  of  work  he  does.  Tell 


him  to  use  a  separate  line  each  time  he  goes  from  one 
activity  to  another.  Tell  him  to  be  sure  to  record 
the  time  he  stops  working  on  census  work  and  the  time 
he  starts  again  later  on  whenever  he  is  interrupted 
for  one  reason  or  another  or  decides  to  put  his  work 
aside  for  short  periods  of  time. 

Tell  your  Crew  Leader  that  whenever  he  is  not  sure 
about  which  column  to  use  for  recording  the  total  num- 
ber of  minutes  spent  on  some  activity,  to  record  the 
time  in  column  (9)  and  describe  the  activity  in  col- 
umn (10). 

When  you  pick  up  the  form  from  the  Crew  Leader  upon 
meeting  him  again,  go  over  his  home  activities  record 
right  away  to  be  sure  that  he  has  filled  It  out  cor-  - 
rectly.  Check  his  arithmetic  and  any  errors  which 
you  feel  Indicate  that  the  Crew  Leader  did  not  com- 
pletely understand  your  instructions.  Remember  to 
be  tactful  for  you  are  not  checking  up  on  the  Crew 
Leader;  you  are  merely  trying  to  record  his  time  ac- 
curately. 

After  you  have  checked  the  F-J+21  to  see  that  the  Crew 
Leader  has  filled  it  out  with  reasonable  care  and  ac- 
curacy, you  will  then  copy  this  Information  to  your 
F-^20.  Skip  a  line  after  the  last  entry  you  made  on 
your  F-420.  Then  transcribe  the  information  from  the 
F-U21  using  as  many  lines  as  necessary. 

If  the  Crew  Leader  goes  home  at  some  time  during  the 
day  and  then  decides  to  do  some  more  work  later  on 
during  which  you  would  accompany  him,  do  not  ask  for 
the  T~k21   at  this  time.  Wait  until  the  next  morning 
to  get  the  form  from  him  as  you  usually  would  if  he 
had  worked  a  complete  day. 

Look  at  Exhibit  2.  The  Records  Clerk,  Joan  Candy, 
has  received  this  report  from  the  Crew  Leader, 
James  Brown  on  March  Ik.     This  tells  her  that  on  the 
evening  of  March  13,  the  Crew  Leader  started  to  com- 
plete items  one  through  three  on  the  F-236  at  7:08  and 
stopped  working  on  the  F-236  at  8:19-  He  entered  the 
amount  of  time  spent  on  this  work  in  column  (5), 
(F-236  Work  Outside  EA). 

At  9:02  he  started  to  assemble  materials  for  his 
enumerators.  He  entered  9:02  in  column  (l).  In 
column  (2)  he  entered  10:l8  which  was  the  time  when 
he  stopped  working  on  materials  for  his  enumerators. 
He  entered  the  amount  of  time  spent  on  this  work  in 
column  (8),  (Preparing  Enumerator  Material). 

Now  look  at  Exhibit  1.  Rote  that  the  Records  Clerk 
skipped  a  line  between  her  last  entry  on  the  F-^20 
and  the  information  transcribed  from  the  F-U21  she 
received  from  the  Crew  Leader. 

Are  there  any  questions? 


Pause  for  questions. 


16.  How  to  Make       Turn  to  Exhibit  1  of  the  F-U20. 
Time  and  mileage 


Give  trainees  time  to  locate 
exhibit. 


When  you  make  entries  in  columns  (1)  and  (2)  always 
make  the  entries  to  the  nearest  minute.  For  example, 
if  the  Crew  Leader  started  working  on  an  activity  at 
13  minutes  after  12:00,  make  this  entry  in  column  (1). 


Write  V12:13"  on  the  Blackboard. 
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17- 


What  to  do  with 
Completed  Forms 


F-425   RECORDS   SUPERVISOR'S   GUIDE 
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Discussion  Material 

When  you  read  your  vatch  do  not  record  the  number  of 
seconds.  For  example,  any  time  between  10:38  and 
10:39  should  be  recorded  as  10:38.  In  this  example 
the  time  will  not  he  10:39  until  the  minute  hand 
actually  reaches  10:39.  Does  everyone  understand  this? 
Are  there  any  questions? 


Pause  for  questions. 


When  you  record  mileage  readings  taken  from  the  Crew 
Leader's  automobile,  record  only  the  last  three 
digits  of  the  reading  and  ignore  tenths  of  a  mile. 

Mail  the  forms  F-*+20  and  the  F-U21*s  for  the  same  day 
on  the  following  day.  For  example,  let  us  say  that 
your  Crew  Leader  stopped  working  at  7:15  P-^.  on  the 
night  of  March  18  at  which  time  you  gave  him  a  F-U21 
so  that  he  would  record  any  additional  census  work 
for  that  evening.  On  the  morning  of  March  19  you 
arranged  to  meet  the  Crew  Leader  at  8:00  a.m.  At 
this  time  you  picked  up  the  Crew  Leader's  F-^21  and 
copied  the  information  on  the  F-^21  to  the  F-l+20. 
Note  that  you  could  not  mail  the  F-^20  on  the  night 
of  March  18  since  you  did  not  know  how  much  work  the 
Crew  Leader  was  going  to  do  at  home.  Therefore,  you 
could  not  mail  the  F-l*20  and  F-^21  for  March  18  until 
sometime  on  March  19  after  you  received  the  F-421  from 
the  Crew  Leader  and  copied  the  information  to  -Lo 
F-*420.  Does  everybody  see  that? 
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EXERCISE  #1 

1.  The  Crew  Leader's  name  is  James  Brown.  You  are  the  Records  Clerk. 
Use  this  city  and  District  Office  code  number".   The  date  is  March  15. 


Paus 


3 


The  Crew  Leader  drives  to  the  county  court  house  from  his  home. 
He  leaves  his  home  at  8:30.  He  arrives  at  the  court  house  at  8:37. 
The  mileage  reading  of  his  car  when  he  leaves—home  was  69,4.67.3. 
The  mileage  reading  of  his  car  when  he  stops  at  the  court  house 
was  69,469.4. 


Pause 


3.  He  is  in  the  court  house  recruiting  enumerator  ap*rlicants. 
He  leaves  his  car  to  enter  the  court  house  at  8:37. 
He  leaves  the  court  house  and  starts  his  car  at  9:16. 


Pause 


4.  The  Crew  Leader  drives  from  the  county  court  house  to  the  high 
school. 

He  starts  his  car  at  9:16. 

He  arrives  at  the  high  school  and  turns  off  the  ignition  switch 
at  9:38. 

The  mileage  reading  of  his  car  when  he  leaves  the  court  house  is 
69,469.4. 

The  mileage  reading  of  his  car  when  he  arrives  at  the  high  school 
is  69,477.3. 


18. 


How  to  Work 
With  the  Crew 
Leader 


19.  Accident 

Prevention 


20.  Practice 
Exercises 


Pause  for  questions . 


Pause 


You  have  a  supply  of  envelopes  which  you  must  use  for 
this  purpose.  These  envelopes  have  already  been  ad- 
dressed to  me.  Note  that  they  do  not  require  any 
postage . 
Please  turn  to  paragraph  6.0  of  your  instructions. 


Wait  for  trainees  to  find  their  places 
and  then  call  on  various  ones  in  the 
class  to  read  rules  1  through  9. 


Paragraph  7*0  of  your  instructions  deals  with  ac- 
cident prevention.  I  trust  that  you  will  all  take 
reasonable  care  in  the  course  of  your  work  so  that 
you  will  not  be  involved  in  accidents  which  can  be 
avoided.  However,  should  you  become  involved  in  an 
accident,  get  medical  aid  as  soon  as  possible.  Get 
the  names  and  addresses  of  any  witnesses  to  the  ac- 
cident. As  an  employee  of  the  Federal  Government 
you  are  entitled  to  medical  care  and  compensation 
if  you  are  injured  "in  the  performance  of  duty". 

I  am  now  going  to  give  you  several  practice  exercises 
to  see  how  well  I  have  done  my  job  of  training  you. 
Each  exercise  will  represent  a  Crew  Leader's  working 
day.  I  will  read  the  type  of  work  the  Crew  Leader 
la  doing,  the  time  when  he  started  the  work,  the 
time  when  he  stopped  work,  the  mileage  reading  of  the 
Crew  Leader's  car  when  he  starts  on  a  trip  and  the 
mileage  reading  of  hie  car  when  he  reaches  his  desti- 
nation. 

You  will  record  the  entries  on  a  blank  F-420  as  I 
read  them  the  same  way  you  would  if  you  were  actually 
accompanying  the  Crew  Leader. 

Now  if  you  have  your  forms  and  pencils  ready,  I  will 
begin. 


Read  the  first  exercise  clearly 
and  slowly.  Allow  time  for 
trainees  to  make  computations. 


The  Crew  Leader  is  obtaining  a  place  to  test  enumerator  applicants. 

He  gets  out  of  his  car  at  9:38, 

He  leaves  the  high  school  and  starts  his  car  at  10:26. 

The  Crew  Leader  drives  from  the  high  school  to  an  EA.  The  mileage 

reading  of  his  car  when  he  leaves  the  high  school  is  69,477.3.  The 

mileage  reading  of  his  car  when  he  stops  at  the  point  in  the  EA  where 

he  iB  going  to  start  his  F-236  check  work  is  69,487.8. 

He  starts  his  car  at  the  high  school  at  10:25. 

He  stops  his  car  and  turns  off  the  ignition  at  10:41. 


Pause 


7.  The  Crew  Leader  leaves  his  car  and  starts  prelisting  in  the  EA. 
This  EA  consists  of  ED's  20-12P,  20-12N,.and  20-12T. 
This  is  a  nonmileage  assignment. 
The  Crew  Leader  finishes  prelisting  and  starts  his  car  at  11:15. 


Pause 


8.  The  Crew  Leader  is  driving  through  the  EA  completing  the  F-236 
check  work. 
He  stops  his  car  in  front  of  a  hotel  at  11:25. 


Pause 


9.  He  leaves  the  car  and  enters  the  hotel  to  find  out  how  many  rooms 
they  have. 
He  leaves  the  hotel  and  starts  his  car  at  11:47. 


Pause 


10.  He  is  driving  through  the  EA  to  finish  his  F-236  check  work.  He 
completes  the  F-236  check  work  at  1:18.  His  mileage  reading  when 

he  leaves  the  EA  is  69,491.5. 

11.  After  completing  the  F-236  check  work  for  the  EA  he  drives  to  a 
restaurant  for  lunch.  He  returns  from  lunch  and  meets  you  again  at 
2:00. 
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13. 


14. 
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12.  At  that  time  he  telephoneB  the  District  Office  concerning  the  loca- 
tion of  training  apace  for  enumerators.  He  finishes  the  telephone 
conversation  and  starts  his  car  at  2:10. 


Pause 


The  Crew  Leader  is  driving  to  another  EA.  Hie  mileage  reading  when 
he  starts  the  car  is  69,497.3.  His  mileage  reading  when  he  reaches 
the  point  in  EA  where  he  will  start  his  F-236  check  work  is  69,500.7. 
He  arrives  in  the  EA  at  2:33. 


Pause 


The  Crew  Leader  leaves  his  car  and  starts  prelisting.  He  completes 
the  prelisting  and  starts  his  car  at  2:58. 

The  EA  consists  of  ED's  30-21R  and  30-21H.  This  is  a  mileage- 
authorized  assignment. 


Pause 


9. 


■  Pausel 


The  Crew  Leader  meets  his  Field  Reviewer  after  he  starts  his  car. 
He  then  turns  off  the  Ignition  switch  and  talks  with  the  Field 
Reviewer  about  scheduling  field  reviews. 


!  Pause 


At  12:11  the  Crew  Leader  goes  into  a  drug  store  for  lunch.  He 
leaves  the  drug  store  and  starts  his  oar  at  1:41. 


Pause 


He  drives  to  a  meeting  place  where  he  meets  another  enumerator, 

arriving  there  at  2:05. 

His  mileage  reading  when  he  starts  his  oar  is  54,218.3.  His 

mileage  reading  when  he  stops  the  oar  at  the  meeting  place  is 

54,222.7. 


15. 


16. 


He  is  driving  through  the  EA  to  complete  his  F-236  check  work. 
He  completes  the  F-236  check  work  at  5:15.  The  mileage  reading 
of  his  car  when  he  leaves  the  EA  is  69,504.7. 


Pause  I 


The  Crew  Leader  is  driving  to  his  home.  He  leaves  the  EA  at  5:15. 
He  arrives  home  at  5:31.  The  mileage  reading  of  his  car  when  he 
left  the  EA  was  69,504.7.  The  mileage  reading  of  his  car  when  he 
arrives  home  is  69,511.6. 


Pause 


At  this  point  you  leave  the  Crew  Leader  and  go  home. 


Wait  for  trainees  to  complete  their  computations  and 
then  call  on  various  ones  to  read  the  entries  they 
have  recorded  on  the  F-420.  Use  your  copy  of  the 
Key  to  Exercise  #1  to  check  their  entries.  Answer 
questions. 


If  there  are  no  more  questions  on  exercise  #1,  I  will  read 
exercise  #2. 


Wait  for  trainees 
to  get  ready. 


EXERCISE  #2 
The  Crew  Leader's  name  is  James  Brown. 
You  are  the  Records  Clerk. 

Use  this  city  and  District  Office  code  number. 
The  date  is  March  31. 

The  Crew  Leader  drives  from  his  home  to  meet  an  enumerator .  He 
leaves  heme  et  8:01.  He  stops  his  car  at  8:15.  His  mileage 
reading  when  he  leaves  home  is  54,205-7- 
His  mileage  reading  when  he  stops  his  car  is  54,209.1. 

The  Crew  Leader  accompanies  an  enumerator  on  several  visits  to 

housing  units. 

He  leaves  the  enumerator  and  starts  his  car  at  9:05. 


12. 


13. 


j  Pause 


10.  The  Crew  Leader  accompanies  the  enumerator  on  several  visits  to 
housing  units. 
He  leaves  the  enumerator  and  starts  his  car  at  3:41. 


Pause 


11.  The  Crew  Leader  drives  to  a  phone.    He  stops  the  oar  at  4:01 
and  phones  the  District  Office  to  discuss  T-night  operations. 
His  mileage  reading  when  he  stops  his  car  at  a  telephone  booth 
is  54,229.4. 


Pause  I 


The  Crew  Leader  completes  his  conversation  at  4:19  and  starts  his 
car. 

Crew  Leader  drives  to  his  home  and  arrlvea  home  at  4:31.  His 
mileage  reading  when  he  stops  his  car  at  home  ia  54,334.9. 
At  this  point  you  leave  the  Crew  Leader  for  the  day. 


Wait  for  trainees  to  complete  their  computations 
and  then  call  on  various  ones  to  read  the  entries 
they  have  recorded  on  the  F-420.  Use  your  copy  of 
the  Key  to  Exercise  #2  to  check  their  entries. 
Answer  all  questions. 


Points  Covered 
21.  Supplies 


Pause 


The  Crew  Leader  drives  to  a  meeting  place  where  he  meets  another 
enumerator.  He  stops  his  car  at  9:21.  His  mileage  reading  when 
he  stops  his  car  and  meets  the  enumerator  is  54*212.6. 


Discussion  Material 

You  have  now  learned  how  to  do  your  job.  If  you  run 
into  any  problems  which  need  my  attention,  be  sure  to 
call  me  at  this  number         . 

There  is.  one  important  subject  that  we  haven't  considered 
yet,  and  that  is  how  you  are  to  be  paid.  Before  we  discuss 
that  subject,  however,  I  want  to  be  sure  that  you  each 
know  the  name,  address  and  telephone  number  of  the  Crew 
Leader  you  will  accompany. 


Give  trainees  this  information  if 
they  do  not  already  have  it. 


I  Pause 


5.  The  Crew  Leader  accompanies  this  enumerator  on  several  visits  to 

housing  units.  He  leaves  the  enumerator  and  starts  his  car  at  10:15. 


I  also  want  to  be  sure  that  you  all  have  the  materials 
you  will  need  to  do  the  Job. 


|  Pause 


Distribute  bulk  supplies  of  F-420' s, 
F-421's,  envelopes,  and  payroll  forms 
11-30B  and  10-2098. 


The  Crew  Leader  drives  to  a  drug  store  to  pick  up  a  perscription. 
His  mileage  reading  when  he  stops  nis  car  at  the  drug  store  is 
54,218.3.     He  leaves  the  drug  store  and  starts  his  ear  at  11:18. 


22.   Payrolling 
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number  1b 


Hand  out  exhibits  lk  and  15 
to  each,  trainee 


You  will  be  responsible  for  keeping  your  pay  and  expense 
records.     These  records  must  be  properly  filled  out 
and  promptly  submitted  to  me  or  your  checks  may  he 
delayed , 

One  set  of  records  must  he  completed  for  each  pay 
period.     A  pay  period  is  two  weeks  long  -  beginning 
on  a  Sunday  and  ending  on  the  Saturday  of  the  fol- 
lowing week. 

I  will  now  give  you  the  official  pay  periods  for 
March,  April  and  May.  Please  copy  these  so  that 
you  can  refer  to  this  list  whenever  you  are  com- 
pleting a  payroll  form. 


Read  slowly  so  that  the  trainees 
may  copy  easily. 


March  6  to  March  19 
March  20  to  April  2 
April  3  to  April  l6 
April  17  to  April  30 
May  1  to  May  1^ 
May  15  to  May  28 
Do  you  have  all  those  pay  periods? 

You  will,  receive  one  pay  check  for  each  pay  period 
in  which  you  worked.     You  will  receive  each  check 
about  two  weeks  after  the  end  of  the  pay  period  whicl, 
it  covers . 

These  pay  checks  will  include  two  types  of  payment: 
Payment  of  salary  for  the  hours  you  have  worked. 
You  will  be  paid  at  the  rate  of  $1.60  an  hour. 

Repayment  or  "reimbursement"  for  certain  expenses 
you  have  had  while  you  were  working. 

The  entries  on  the  payroll  forms  you  submit  each  pay 
period  will  determine  the  amount  of  your  check  for 
that  period. 

You  will  record  the  expenses  you  claxiu  xor  reimburs- 
ment  on  form  11-30B.     Please  turn  to  this  form     which 
is  exhibit  lU. 


Allow  time  for  the  trainees 
to  locate  this  form 


You  will  notice  that  there  are  already  entries  on  it. 
All  entries  on  this  form  must  be  made  in  ball  point  or 
indclib.V,  pencil.     We*  11  go  over  this  fdra  ifccsn  by  iters-, 

Item  1.     Enter  your  name  as  it  appears  on  your  Notice 
of  Appointment   -  last  name  first,   given  name  and. 
middle  initial. 

Item  2.     Enter  your  mailing  address  on  the  first 
form  11-30B  you  submit.     Thereafter,,  leave  this  box 
blank  unless  you  change  your  address.. 

Item  3.  Enter  your  employee  number  if  you*  hawe  been; 
given  one.     Otherwise  leave  this  item-  blank. 

Item  k.  Enter  the  beginning  and  ending-  dates  of  the 
official  pay  period  in  which  you  are  currently  work- 
ing. 

Item  5.     The  entry  in  this  box  -Mill  always  be  11-3. 

Item  6.     Enter  in  this  box  the  location  of  the 
District  Office  to  which  you  are  assigned. 

Item  7.     Enter  in  this  box  the  four-digit  code  num- 
ber which  identifies  your  District  Office.     This 


Let's  look  at  Section  I,   Official  Automobile  Mileage 
Traveled.     Automobile  mileage,  when  authorized,   is 
allowed  from  the  time  you  leave  your  home  until  you 
return  to  your  home.     You  will  be  reimbursed  at  the 
rate  of  7^  a  mile.     You  are  not  allowed  to  claim, 
however,   any  payment  for  mileage  driven  by  you  on 
personal  business.     To  claim  authorized  official 
mileage,  complete  Section  I  as  follows: 

"Date  of  Travel"  column   -  Enter  the  date  on  which 
travel  is  performed. 

"Date  From"  column  -  Enter  in  thia  column  the  place 
from  which  you  Btart  your  travel  each  day.     ta 
practically  all  instances  this  entry  will  be  "HameH. 

"Date  to"  column  -  Enter  in  this  column  the  desti- 
nation of  travel  -  the  place  traveled  to.     Most  of 
the  time  the  entry  will  be  "In  and  around  (city)  or 
(county)  and  return  home".     If  you  travel  to  a 
definite  place,  enter  the  name  and  location  of  that 
place. 

"Meter  Readings"  columns  -  It  is  very  important  that 
you  enter  in  these  columns  the  mileage  readings  at 
the  beginning  and  end  of  day's  official  travel.     Unless 
you  show  these  mileage  readings,  your  claim  for 
mileage  won't  be  paid. 

"Miles  Claimed"  column  -  Enter  in  th^a  c  :    imn  the 
number  of  miles  for  which  you  claim  payment*     This 
figure  is  computed  by  subtracting  beginning  mileage 
readings  from  ending  readings. 

If,  during  the  course. of  the  day's  driving  any  of  the. 
mileage  driven  was^for.  personal  reasons,  you  shoul&i 
claim  only  that  part,  of  the  mileage  which  was  on. 
official  business*.    In.thati  case,  enter  in  the  ''Miles- 
Claimed":cdlumn. only  the  mileage  spent. on-  official 
business-. 

At  the  end  of  the- pay  period,,  add  all  of  the  entries 
in  the;  "Miles  Claimed!'  column*  and  enter.-  the  total:  ilh 
the.  "TotaliMilea.  Claimed"  line  in  that.-  column.. 

Multiply  tne  total",  miles  by  J<fr  and.  enter  the  amount 
of  the  claim,  in-,  the?  "Amount-,  claimed,  at  T£  per.  mile"' 
line .     Leave;  blank,  tflte  remaining;  columns;  -  "Mllea 
by  project  and,  operationr.."' 

There,  is.  very  littler  possibility-  that  any  of  you  will 
have--  to-  make.:  entries  in.  Sections  II"  and  BEE..  If  yem 
are.1  authorized:  ta  da  so,,  1  will  advise  you  then  on 

how  to  complete,  these  sections. 

In  Section.  IV  record,  the  telephone  call  expenses  you 

are  claiming:..  Calls  made  only  on  official  business, 
musft  he  properly  ^recorded  as-  follows : 

In  Fart  A.  of  Section'  IV  record:  long  distance  toll 
calls.    Ate.  the  time  you  are  placing;  the  call,  arrange 
with,  ths*  operator  ta  furnish  you  with  the  information 
to  be  recorded  in  this-  section. 

Record  in  the  first  column  the  date  you  made  the  call. 

Record  in  the  second  column,   the  person  or  place  you 
called.     It  may  be  the  enumerator  you  are  observing, 
your  Records  Supervisor  in  the  District  Office,  and 
so  forth.     In  our  exhibit  it  is  the  Crew  Leader  being 
observed.     He  is  identified  by  name  and  the  "C.L." 
after  his  name . 

In  the  third  column  record  the  place  from  which  you 
called.     In  many  cases  it  will  be  your  home,  but  per- 
haps not  always. 
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In  the  fourth  column  record  the  place  to  which  the 
call  was  made.  Usually  it  can  he  recorded  by  town 
and  state  as  was  "Brooks,  Oregon"  in  our  exhibit. 

In  the  fifth  column  record  the  number  of  minutes  the 
call  took.  This  information  will  be  supplied  to  you 
by  the  operator. 

Record  the  cost  of  the  call  in  the  sixth  column. 
If  you  are  calling  from  your  home,  the  operator  can 
supply  you  with  this  information. 

At  the  end  of  the  pay  period  add  the  costs  of  all 
long  distance  calls  made  and  enter  the  total  in  the 
"cost"  column  on»the  "Total"  line. 

If  you  make  a  call  that  costs  $3.00  or  more,  you  must 
request  a  receipt  from  the  telephone  company  for  that 
call  and  attach  it  to  this  form. 

Do  not  make  any  entries  in  the  remaining  columns  in 
Part  A. 

Use  Part  B  of  this  section  to  report  local  calls  made 
on  official  business  each  day  for  which  you  paid  cash. 
Biter  by  date  the  number  of  cash  calls  made  each  day, 
the  cost  per  call,  and  the  total  amount  you  paid.  At 
the  end  of  the  pay  period  add  the  costs  and  enter  the 
total  on  the  "Total"  line  of  the  "Total  Cost"  column. 
Do  not  make  any  entries  in  the  "From  Home"  column 
and  the  "Cost  by  project  and  operation"  columns. 

In  Section  V,  Other  Reimbursable  Items,  you  are  al- 
lowed to  claim  the  costs  of  toll  bridges,  toll  roads 

and  car  ferries  when  you  must  use  them  In  the  con- 
duct of  your  official  duties .     Enter  each  date  on  which 
you  have  such  an  expense,  a  description  of  the  expense 
for  which  reimbursement  is  claimed,   and  the  cost  of 
each  expense  item.     At  the  end  of  the  pay  period, 
enter  the  total  of  all  these  costs  on  the   "Total" 
line. 

Before  mailing  me  this   form  at  the  end  of  the  pay 
period,   sign  your  name  in  Section  VI  and  date  it. 
This  certifies  that  the  reimbursements  claimed  by  you 
are  correct.      UNLESS   YOU  HAVE  SIGNED  THIS  FORM,    IT 
MUST  BE  RETURNED  TO  YOU  FOR  SIGNATURE  BEFORE  PAYMENT 
CAN  BE  MADE. 

Now  please  look  at  form  10-209a  in  exhibit  15. 


Pause  while  trainees  locate  form 


The  10-209a  is  the  official  form  that  will  he  used 
to  determine  how  large  your  paycheck  will  be.     This 
form  must  be  properly  filled  according  to  the  follow- 
ing Instructions  or  payment  to  you  will  be  delayed. 
All  entries  on  this  form  must  be  made  with  ball-point 
pen. 

Item  1.     Enter  your  name  as  it  appears  on  your  notice 
of  appointment   -  last  name,   first  name,   and  middle 
initial. 

Item  2.     Enter  your  Social  Security  Number .      If  you 
do  not  have  one,   I  will  give  you  an  application  to 
get  one. 

Item  3.     Enter  the  city  where  your  District  Office 
is  located. 

Item  h.     Enter   che  four -digit  code  number  which 
identifies  your  District  Office. 


Item_5.     Enter  your  mailing  address  on  the  first 
form  which  you  submit.     Thereafter  make  no  entry  in 
this  box  unless  you  change  your  address . 

Item_6.     Enter  your  employee  number  if  you  have  been 
given  one.     Otherwise,   leave  this  item  b).ank. 

Item_7.     Enter  your  salary  rate,  $1.60,   in  this  box. 
Since  you  are  being  paid  at  an  hourly  rate,  you  would 
also  check  the  box  "Hourly" . 

Ite"°  8.       Enter  the  dates  which  begin  and  end  the 
pay  period.     These  are  the  official  pay  period  dates 
given  to  you  before. 

Item_9.     The  entry  in  this  box  will  always  be  "11-8.". 
Item  10.     It  is  very  important  that  you  enter  the 
date  and  your  signature  in  this  box,   certifying  that 
all  your  claims  are  correct  and  proper .     Without 
this  certification  the  form  must  be  returned  to  you 
for  signature,  causing  a  delay  in  your  check. 

ItenU.      DO  NOT  WRITE   IN  THIS  BOX.      I  will  sign  this 

item. after  I  review  the  form  to  see  that  it  is  correct 

and  that  your  claims  are  reasonable. 

In  the  very  first  column  of  the  form,   enter  after  the 
words  "Project  code"  the  number  5273.     This  is  the 
code  which  identifies  the  Job  you  are  doing.     Immediat- 
ely below,   and  opposite  the  words   "Operation  code", 
enter  the  number  30. 

In  Section  I,  Distribution  of  Hours  by  Project  and 
Operations,  the  days  in  the  extreme  left  column  are 
the  days  that  make  up  each  two-week  pay  period.     Day 
by  day  during  the  pay  period  enter  in  the  first  blank 
column  and  directly  below  the  project  and  operation 
codes  the  total  number  of  hours  that  you  have  worked 
that  day.     If  you  don't  work  one  day,   leave  that  line 
blank.     At  the  end  of  the  pay  period,   add  all  of  the 
hours  you  worked  and  enter  the  total  number  of  hours 
in  the  "Total"  line.     These  are  the  hours     for  which 
you  will  he  paid. 

Pay  for  hours  worked  Is  subject  to  Federal  Income 
Tax  withholding  and  deductions  for  Social  Security. 
It  is  also  subject  to  State  Income  Tax  Withholding 
if  you  live  in  a  state  where  such  a  tax  exists. 

In  Section  II,  Reimbursement  of  Mileage,  Telephone 
Hxpenses,   etc.,   enter  on  the  first  line  right  under 
the  word  "mileage"  the  miles  claimed  for  the  pay 
period  in  Section  I  of  the  form  11-30B.     In  the  first 
blank  column  enter  the  amount  claimed  for  mileage. 
This  amount  is  also  taken  from  Section  I  of  the 
11-30B. 

Enter  on  the  second  line,    "Telephone  Expense",   the 
total  telephone  costs  as  shown  in  Parts  A  and  B, 
Section  IV  of  form  11-30B. 

If  you  have  entries  in  Section  II  of  the  form  11-30B, 
you  should  make  the  same  entry  on  the   "Per  Dtem" 
line  of  this  form. 

Enter  on  the  fourth  line,   identified  as   "Carfares, 
etc.",   the  total  amount  claimed  in  Section  V  of 
form  11-30B. 

Remember,  unless  your  signature  appears  in  heading 
box  10,   the  form  will  be  returned  to  you  for  sig- 
nature and  payment  will  be  delayed. 

Both  forms,   11-30B  and  10-209a,  must  be  completed  and 
signed  on  the  last  day  of  each  pay  period  and  mailed 
to  me. 
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Information  for  Records  Clerks  Who  Accompany  Crew  Leaders 


A.  Your  Pay 

You  will  receive  $1„60  an  hour  while  you  are  being  trained  and  for  all 
work  thereafter.   You  will  also  be  paid  seven  cents  a  mile  when  you  use 
your  automobile  and  will  be  reimbursed  for  any  telephone  calls  you  may 
have  to  make  from  pay  stations . 

B.  The  Job 

You  must  have  the  use  of  an  automobile  and  a  watch.  You  must  also 
have  a  telephone  in  your  home.  You  will  be  assigned  to  accompany  a 
specific  Crew  Leader  each  day  that  he  works .  You  will  record  the 
time  of  the  various  activities  performed  by  the  Crew  Leader „   You 
will  ask  the  Crew  Leader  to  keep  a  record  of  his  home  activities. 
Each  day  you  will  make  your  own  arrangements  to  meet  with  a  Crew 
Leader  for  the  following  day. 

C.  Transportation 

If  there  is  driving  to  be  done,  the  Crew  Leader  will  do  it.   However, 
you  may  have  to  use  your  own  car  to  get  to  the  place  where  you  will 
meet  the  Crew  Leader. 

D  o   Hours 


You  will  have  to  work  the  same  hours  as  the  Crew  Leader  except  while 
he  is  working  at  home  or  is  in  training  class.   If  he  finds  it  neces- 
sary to  travel  in  the  evening  you  will  accompany  him. 


E.   Dates 


You  will  be  trained  for  about  k   hours  on  March  9  a*id  you  will  be 
working  from  March  10  until  April  1 .   You  may  be  asked  to  do 
similar  work  after  April  1.   In  some  cases,  this  may  extend  to  May  1 
or  later. 
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1.0     GENERAL 

Starting  April  1,  160,000  enumerators  will  be  taking  a  Census  of  Population 
ar,d  Rousing  throughout  the  United  States.  They  will  be  supervised  by  10, CC0 
Crew  Leaders-  So  that  we  may  get  information  for  planning  future  censuses, 
we  want  to  learn  how  much  time  it  takes  Crew  Leaders  to  do  each  of  the 
different  things  they  will  have  to  do  from  April  2  to  the  end  of  Stage  I 
which  may  he  either  April  13  or  as  the  Crew  Leader's  assignment  is  completed. 

Since  it  would  be  very  costly  to  keep  records  on  each  of  -the  10,000  Crew- 
Leaders  who  will  be  working  on  the  census,  we  will  only  keep  records  or.  a 
sample  of  them. 

Your  job  will  be  to  accompany  a  different  Crew  Leader  in  this  sample  each 
day  from  April  2  until  all  assignments  are  completed.  Your  Records  Supervisor 
will  give  you  an  assignment  sheet  on  which  will  be  listed  the  names,  addresses, 
end  telephone  numbers  of  the  Crow  Leaders  and  the  dates  on  which  you  will 
accompany  these  Crew  Leaders. 

2.0  HOW  TO  USE  FORM  F-4-26,  DAILY  RECORD  OF  CREW  LEADER  ACTIVITIES 

2.1  general 

The  form  F-426  is  the  form  yon   will  use  for  recording: 

1.  the  kind  of  work  the  Crew  Leader  dons, 

2.  how  much  time  it  takes  him  to  do  l'i}  .and 

3.  if  he  uses  his  car,  how  man:/  miles  ha  has  ^.o  drive, 

2.2  Identification  Items 

At  the  beginning  of  each  day  fill  in  items  A  through  D  of  the  F-426. 
Item  A.  Enter  the  full  name  of  the  Crew  Leader  you  accompany. 
Item  B.  Enter  your  own  name  since  ycu  are  the  "Records  Clerk". 

Item  C.  Enter  the  District  Office  city  and  code  number.  Your 
Records  Supervisor  will  give  you  this  information. 

Item  D.  Enter  the  month  and  day  on  which  you  accompany  the  Crew 
Leader.  Remember,  you  will  be  filling  out  a  separate 
F-4-26  for  each  day  that  you  work. 

;. . 3  How  to  Make  Entries  in  Columns  (1)  through  (5)  of  F-426. 

Column  (1).   Enter  the  exact  time  when  the  Crew  Leader  starts  working  on 
a  particular  activity  or  starts  traveling  from  one  place 
to  another.  Start  a  new  line  when  the  Crew  Leader  finishes 
working  on  one  activity  and  proceeds  to  the  next.  Note  that 
except  for  the  first  line  on  the  form,  the  start  time  in 
column  (1)  should  always  be  the  stop  time  in  column  (2) 
on  the  line  above.   If  the  Crew  Leader  drives  from  one 
activity  to  another,  his  start  time  will  be  when  he  turns 
on  the  ignition  switch  in  his  automobile. 

Column  (2).   Enter  in  column  (2)  the  time  when  the  Crew  Leader  stops 

working  on  the  activity  or  when  he  reaches  his  destination, 
if  travel  is  involved.   If  he  drives,  consider  the  Crew 
Leader  to  have  reached  his  destination  when  he  stops  the 
car  and  turns  off  the  ignition. 

Columns  (3)   Note  that  columns  (3),  (4)  and  (5)  are  under  the  heading 

(4)  and  (5)   "Travel".   If  xhe  Crew  Leader  does  any  driving  in 

connection  with  Census  work  during  Stage  I,  record  the 

mileage  in  these  columns. 

If  the  Crew  Leader  uses  his  car,  enter  his  mileage  reading 
in  column  (3)  at  the  starting  point  of  the  trip. 

In  column  (4)  enter  the  mileage  reading  when  he  reaches 
his  destination. 

In  column  (5)  enter  the  total  number  of  miles  he  drives : 
For  example,  if  the  mileage  reading  on  the  Crew  Leader's 
car  when  he  started  out  was  33604  (ignoring  tenths  of  a 
mile)  and  when  he  reached  his  destination  the  mileage 
reading  on  his  car  was  33610,  you  would  enter  "610"  in 
column  (4)  and  "604"  in  column  (3).   In  column  (5)  you 
would  enter  the  total  number  of  miles  he  drove  which  in 
this  example  whould  be  "6".  Note  that  the  example  shows 
that  you  do  not  have  to  record  the  entire  mileage  reading 
in  columns  (3)  or  (4);  just  the  last  three  digits. 


2.4  Column  (6) 

In  column  (6)  which  is  headed  "Travel  Time1',  enter  the  number  of  minutes 
it  took  the  Crew  Leader  to  make  the  trip  from  his  starting  point  to 
his  destination. 


To  give  you  an  example  of  the  kind  of  entry  you  would 
let  us  say  that  you  have  an  entry  of  2:13  in  column  ( 
of  3:38  in  column  (2).  This  tells  you  it  took  the  Cr 
to  travel  from  one  place  to  the  next.  Therefore,  the 
make  in  column  (6)  would  be  "85".  Note  that  although 
as  one  hour  and  twenty-five  minutes,  you  would  enter 
of  minutes  rather  than  "1  hr.  and  25   minutes".  This 
easier  for  you  to  add  up  the  total  number  of  minutes 
Leader  in  this  column. 


make  in  column  (6), 
1)  and  an  entry 
ew  Leader  85  minutes 
entry  you  would 
this  is  the  same 
the  total  number 
will  make  it 
spent  by  the  Crew 


2.5  Columns  (7),  (8),  and  (9) 

In  order  that  the  Crew  Leader  may  check  on  the  quality  of  the  work  which 
his  enumerators  are  doing,  he  will  arrange  to  meet  the  enumerators  to 
review  their  work  up  to  that  time.  This  is  called  a  field  review. 
Each  enumerator  will  be  called  in  for  a  first  review,  some  will  be  called 
in  for  a  second  and  third  review  and  all  will  be  called  in  for  a  final 
review. 

In  column  (7),  record  the  amount  of  time  that  your  Crew  Leader  spends 
with  each  enumerator  for  the  first  review.  For  example,  the  Crew 
Leader  starts  a  review  with  an  enumerator  at  8:40  and  completes  the 
review  at  9:49.  You  would  have  an  entry  of  8:40  in  column  (l)  and 
9:4-9  in  column  (2).  Therefore,  the  entry  you  would  make  in  column  (7) 
would  be  "69". 

Enter  in  column  (8),  the  amount  of  time  your  Crew  Leader  spends  with 
each  enumerator  for  a  second  or  third  review.  Remember  to  use  a 
separate  line  for  each  enumerator. 

All  enumerators  will  be  required  to  attend  a  final  review.  The  Crew 
Leader  will  check  to  see  that  all  errors  have  been  corrected  and  if 
so,  he  will  accept  the  enumerator's  EA  as  complete. 

In  column  (9),  do  not  include  the  time  spent  by  the  Crew  Leader  in 
computing  the  enumerator's  payroll.  Record  only  that  time  actually 
spent  on  the  final  review. 

2.6  Columns  (10)  through  (13) 


Column  (10). 


Column  (11) 


Column  (12). 


Column  (13). 


Each  Crew  Leader  will  be  responsible  for  payrolling  his 
enumerators,  his  Field  Reviewer  and  himself.  The  Crew 
Leader  will  payroll  his  enumerators  when  they  have  finished 
the  final  review  if  the  EA  is  accepted  as  complete. 

Enter  in  column  (10)  the  amount  of  time  the  Crew  Leader 
spends  on  the  computation  of  enumerator's  payroll,  Field 
Reviewer's  payroll,  and  his  own  payroll: 

The  Crew  Leader  will  be  responsible  for  collecting  certain 
materials  from  the  enumerator  after  his  assignment  is 
completed.  These  materials  will  consist  of  ED  books, 
Listing  Books,  ACR's,  etc. 

Enter  in  column  (11)  the  amount  of  time  the  Crew  Leader 
spends  on  receiving  EA's  and  materials  from  enumerators. 

After  the  Crew  Leader  has  completed  the  Closeout  Review, 
he  will  review  the  transcription  that  the  enumerator  has 
done  from  the  Stage  I  F0SDIC  Book  to  the  Stage  II  F0SDIC 
Book.  He  will  make  corrections  when  necessary.  This  is 
called  transcription  verification. 

Enter  in  column  (13),  the  amount  of  time  the  Crew  Leader 
spends  on  this  activity. 

The  Closeout  Review  will  be  conducted  by  the  Crew  Leader 
after  the  enumerator's  assignment  has  been  corrected  for 
errors  found  in  the  final  review  and  has  been  accepted 

as  complete. 

Enter  the  amount  of  time  the  Crew  Leader  spends  on 
Closeout  Reviews  in  column  (13). 


2.7  Columns  (14),  (15)  and  (16) 

Column  (14).   The  enumerators  will  be  reporting  to  the  Crew  Leader  by 

telephone  on  certain  days  during  Stage  I.  The  Crew  Leader 
will  keep  a  record  of  these  reports  on  the  F-231,  Crew 
Leader's  Progress  Report. 

Enter  in  column  (13),  the  amount  of  time  the  Crew  Leader 
spends  receiving  reports  from  the  enumerators. 
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Column   (15). 


Column   (16)* 


The  Crew  Leader  will  be  required  to  prepare  certain 
reports  for  the  District  Office  during  Stage  I.  For 
example,  he  is  required  to  complete  an  F-239,  Daily 
Report  of  Field  Review  for  each  work  day  during "Stage  I. 

Enter  in  column  (15),  the  amount  'Of  time  the  Crew  leader 
spends  on  preparing  reports  for  the  District  Office . 

The  Crew  Leader  will  have  to  telephone  certain  reports 
to  i&e  District  Office  during  Stage  I.  fie  may  also 
report  to  the  District  Office  in  person. 

Enter  in  column  (16)  the  amount  of  time  spent  by  the 
Crew  Leader  telephoning  reports  to  the  District  Office 
or  making  personal  visits  to  the  District  Office  for 
reporting  purposes. 


2.8-  Column  (17). 


The  heading  .over  column  (17)  is  "Personal  Time".  Include  under  this 
heading  all  time  that  the  Crew  Leader  spends  in  the  course  of  e  day 
on  personal  activities  such  as  lunch,  coffee  breaks,  errands,  shopping 
at  stores,  etc.  Record  all  time  spent  traveling  to  and  from  such 
personal  activities  in  column  (17).  Do  not  record  this  time  in  column 
(6).  You  do  not  have  to  record  the  number  of  miles  the  Crew  Leader 
travels  for  personal  reasons  in  columns  (3)  through  (5). 

2.9  Columns  (18)  and  (19). 


Column  (18). 


Column  (19). 


2.10  Total  Line 


The  heading  of  this  column  is  "Other".  Use  this  column 
to  record  the  amount  of  time  he  spends  on  any  activity 
not  specifically  covered  by  other  columns  on  this  form. 

Whenever  you  use  column  (18),  be  sure  to  write  a  complete 
description  of  what  the  Crew  Leader  does  in  column  (19). 
Try  to  be  brief;  however,  use  as  much  space  as  you  need 
to  make  a  complete  description.  Use  the  back  of  the  form 
if  you  need  more  space. 


Note  that  at  the  bottom  of  columns  (l)  and  (2)  there  is  the  word 
"Total".  At  the  end  of  each  day  add  up  the  number  of  minutes  in 
each  time  column  and  the  number  of  miles  in  each  mileage  column. 
Enter  the  total  for  each  column  on  this  total  line.  Note  that  certain 
columns  are  shaded.  For  example,  the  total  line  for  column  (4)  is 
shaded . 

3.0  HOW  TO  USE  FORM  F-427,  DAILY  RECORD  OF  CREW  LEADER  HOME  ACTIVITIES 

Your  Crew  Leader  may  do  a  good  part  of  his  job  at  home.  Since  you  may  not 
be  with  him  when  he  works  at  home,  give  him  a  form  F-427  and  a  preaddressed 
envelope  and  show  him  how  to  keep  a  record  of  his  time  at  home  according 
to  the  kind  of  work  he  does.  Fill  out  items  A  through  D  before  you  give 
him  the  form  so  that  it  agrees  with  your  form  F-426.  Then  show  him  how 
to  use  a  separate  line  on  the  form  each  time  he  goes  from  one  activity  to 
another.  Tell  him  to  enter  the  time  he  starts  an  activity  to  the  nearest 
minute  in  column  (l)  and  the  time  he  stops  in  column  (2).  Then  instruct 
him  to  make  the  necessary  subtraction  and  enter  the  total  number  of  minutes 
for  each  activity  in  one  of  columns  (3)  through  (10). 

Each  time  a  Crew  Leader  goes  home  for  one  reason  or  another,  make  arrange- 
ments to  meet  him  whenever  he  goes  out  again  on  census  business. 

4,0  RECORDING  TIME  AND  MILEAGE  ENTRIES 

Always  make  time  entries  to  the  nearest  minute.  For  example,  "12:13", 
"3:47",  etc.  Ignore  seconds  when  you  read  your  watch.  For  example, 
any  time  between  10:38  and  10:39  should  be  recorded  as  10:38.  Then,  as 
soon  as  the  minute  hand  reaches  10:39,  the  time  is  10:39  until  the 
minuite  hand  reaches  10:40. 

Always  record  mileage  entries  to  the  nearest  mile.  Record  the  last 
three  digits  only  of  the  mileage.  For  example,  if  the  reading  is  "77254 
and  five  tenths",  record  the  mileage  as  "254".  Drop  the  tenths  of  a 
mile  in  recording  mileage.  Do  not  try  to  round  up. 

5.0  DISPOSITION  OF  FORMS 

Each  day  mail  the  F-426  to  your  Records  Supervisor.  You  will  be  given 
a  preaddressed  envelope  for  this  purpose.   It  requires  no  additional 
postage. 

Since  you  will  be  accompanying  a  different  Crew  Leader  each  day,  you  will 
not  be  able  to  receive  the  F-427  from  him  the  next  day  to  transcribe  the 
information  to  the  F-426,  Therefore,  you  will  give  the  Crew  Leader  a 


pread dressed  envelope  when  you  give  him  the  F-427  and  ask  him  to  mail 
the  F-427  to  your  Records  Supervisor  the  next  day.  The  Hecords  Supervisor 
will  do  the  transcription  to  the  F-426  when  he  receives  the  F-427  from  the 
Crew  Leader 

6.0  HOW  TO  WORK  .WITH  THE  CREW  LEADER 

1.  Do  not  attempt  to  tell  the  Crew  Leader  how  he  should  do  his  job 
under  any  circumstances.  Remember  that  your  only  function  is  to 
keep  records  of  what  he  does  and  how  long  it  ta!kes  him  to  do  it. 

2!  Do  not  do  anything  that  may  delay  the  Crew  Leader  or  distract  him 
from  his  job. 

3.  Take  particular  care  not  to  interfere  with  the  Crew  Leader's  work, 
although  it  may  be  necessary  to  consult  him  occasionally  in  order 
to  complete  your  records  correctly. 

4.  You  must  be  prepared  to  accompany  your  assigned  Crew  Leader  at  all 
times  regardless  of  when  he  does  his  work.  Avoid  causing  him  any 
delay  in  starting  work  when  he  wishes  to  do  so.  You  will  not 
accompany  the  Crew  Leader  when  he  is  at  home,  when  he  is  receiving 

his  training,  or  while  he  is  training  his  enumerators. 

5.  It  will  be  up  to  you,  the  Records  Clerk,  to  arrange  with  the 
Crew  Leader,  whom  you  will  accompany  the  next  day,  when  you  will 
meet  him  the  following  day  before  he  begins  work. 

6.  Always  be  on  time  for  meetings  with  the  Crew  Leader.  He  will  be 
told  to  go  without  you  if  you  are  more  than  15  minutes  late . 

7.  In  order  for  us  to  get  a  complete  picture,  you  must  stay  with 
your  assigned  Crew  Leader.  If  you  are  not  with  him  for  even  one 
day,  we  will  not  have  the  complete  picture.  This  means  you  should 
not  ask  to  be  excused  from  accompanying  your  assigned  Crew  Leader 
except  for  emergencies.  If  an  emercency  should  arise,  notify  the 
Records  Supervisor  as  soon  as  possible, 

8.  Do  not  discuss  your  work  with  the  Crew  Leader  any  more  than  is 
necessary.  His  own  job  is  all  he  has  time  to  worry  about.  However, 
do  not  hesitate  to  ask  the  Records  Supervisor  for  technical  help  if 
you  have  any  questions, 

9.  Make  all  entries  on  your  form  F-426  accurately  and  completely.  Use 
ordinary  black  pencil.  Be  neat  and  write  as  legibly  as  you  possibly 
can.  The  numbers  you  collect  are  of  no  value  if  they  are  not  legible. 

10.  Do  not  combine  your  work  as  a  Records  Clerk  with  any  other  job,  such 
as  selling  magazine  subscriptions,  collecting  information  for  direc- 
tory publishers,  or  selling  or  advertising  articles  of  any  kind. 

11.  Refrain  from  political  activities  during  your  employment.  Do  not  leave 
cards  or  other  literature  supporting  any  candidate  for  political  office. 
Do  not  argue  or  debate  the  merits  of  either  candidates  or  political 
issues . 

7.0  ACCIDENT  PREVENTION  AND  COMPENSATION 

As  an  employee  of  the  Federal  Government  you  are  entitled  to  medical  care 
or  compensation  if  you  are  injured  "in  the  performance  of  duty."  These 
benefits  are  regulated  by  the  Bureau  of  Employees'  Compensation,  Department 
of  Labor. 

a.  Safety  precautions— Make  "Safety  First"  your  slogan.  Be  on  the  lookout 
for  these  hazards: 

(1)  Mean  dogs — Take  no  chances  with  vicious-looking  dogs.   If  you 
cannot  get  the  attention  of  the  owner  of  the  dog,  try  to  arrange 
an  appointment  with  the  owner  by  telephone. 

(2)  Falls — Reduce  the  possibility  of  falls  by  stepping  cautiously  on 
dark  or  rickety  stairs  and  uneven  walks.  Do  not  take  shortcuts 
when  the  footing  is  difficult, 

(3)  Automobile  accidents — Give  full  attention  to  driving  when  you  use 
your  car.  Always  get  out  of  your  car  on  the  curb  side. 

b.  What  to  do  in  case  of  accident—If  you  are  injured,  get  first  aid  from  the 
nearest  source.  Then  report  the  injury  to  your  Records  Supervisor  as 
soon  as  possible.   Get  names  and  addresses  of  any  witnesses  to  the 
accident.   If  further  treatment  is  needed,  your  Records  Supervisor  will 
inform  you  where  to  obtain  it.  He  will  also  give  you  the  necessary 
forms  for  your  official  reporting  of  the  accident,  which  is  necessary 

for  free  medical  care  or  compensation. 
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F-437       RECORDS       SUPERVISOR'S       GUIDE       FOR       TRAINING       RECORDS       CLERKS 

(Daily  Record  of  Crew  Leader  Activities — Stage  I) 
Discussion  Material  Points  Covered  Discussion  Material 


1. 


How  to  train 
The  Records 
Clerk 


2. 


What  materials 
To  give  the 
Records  Clerk 


If  the  Records 
Clerk  has  not 
Been  trained 
Before 


Questions 
From  the 
Record  Clerk 


Introduction 


Since  you  will  be  training  only  one  Records  Clerk,  you 
will  do  it  informally.  You  vill  read  the  F-436  to  bin, 
section  by  section,  as  instructed  by  this  guide.  Have 
the  Records  Clerk  sit  near  you  so  that  he  can  hear  you 
easily.  Instruct  him  to  follow  you  in  his  own  F-4.36 
as  you  read. 

When  you  refer  to  a  particular  item  or  column  on  a 
form,  point  to  it  on  his  exhibit  or  have  him  point  it 
out  to  you. 


Give  the  Records 

Clerk  the 

following 

material 

before 

you 

start : 

1. 

A  blank 

copy 

of  form  F-426 

2. 

A  blank 

copy 

of  form  F- 

•427 

3. 

Exhibit 

3 

4. 

Exhibit 

4 

5. 

A  Crew  Leader's  Manual 

Stage 

T 

F-230 

6. 

Instructions 

tc  Record; 

Clerk, 

t 

-436 

If  the  Records  Clerk  did  not  receive  training  for 
Crew  Leader  preparatory  work,  he  must  be  trained  in 
keeping  his  own  payroll  records.  Give  such  a  Clerk 
exhibits  14.  and  15.  Train  him  in  payroll  forms 
after  you  have  completed  his  training  in  Stage  I 
Crew  Leader  Activities.  Use  the  appropriate  Section 
in  the  F-425  as  your  guide. 

If  i.e  has  not  met  you  before,  introduce  ycurself . 
Also  give  him  your  address  and  telephone  number  so 
that  he  can  get  in  touch  with  you. 

See  that  he  has  an  identification  card  and  instruct 
him  in  its  use. 


Before  you  start  reading  the  F-436  to  the  Records 
Clerk,  invite  him  to  interrupt  you  whenever  he  has 
a  question. 


Read  Section  1.0 


You  have  a  copy  of  the  Crew  Leader's  Manual  for 
Stage  I.  Although  we  hardly  expect  you  to  read  this 
manual  as  carefully  as  a  Crew  Leader,  you  should 
look  over  those  parts  which  describe  his  activities 
after  April  1.  His  field  review  activities  are  ex- 
plained in  detail  in  Appendix  E. 

Be  sure  that  you  are  accurately  reporting  the  Crew 
Leader's  activities.  When  you  meet  him,  ask  him  to 
tell  you-  what  he  is  doing  whenever  he  star's  a 
different  activity.  Show  him  your  F-^6  record  form 
so  that  he  knows  what  you  are  to  record. 


Ask  the  Records  Clerk  to  have 
exhibit  3,  the  F-426,  in  front 
of  him  while  you  are  reading. 


Read  Sections  2.0  through  2.5 


Introduction 
(con't) 


Immediately  after  a  review,  the  Crew  Leader  may  retrain 
an  enumerator  who  has  not  fully  understood  all  his 
instructions.  Do  not  include  such  training  time  in 
columns  7,  8  or  9.  Notice  that,  on  your  exhibit  3, 
the  Crew  Leader  did  such  training  from  10:28  to  10:51. 
It  was  correctly  recorded  in  column  18  as  an  "other" 
activity  and  described  in  column  19. 


Read  Section  2.6 


Note  that  whenever  the  Crew  Leader  computes  a  payroll, 
for  an  enumerator  or  Field  Reviewer,  that  person  will 
be  present  to  sign  it. 


Read  Section  2.7 


Vhen  the  Crew  Leader  receives  reports  from  enumerators 
or  reports  to  the  District  Office,  other  matters  may 
be  discussed.  Record  in  columns  14.  and  16  only  the 
time  actually  spent  in  receiving  reports  and  sending 
reports.  The  remaining  time  should  be  recorded  as 
"other"  in  column  18  and  described  in  column  19. 


Read  Sections  2.8  and  2.9 


Enter  a  aero  on  the  "Total"  line  for  a  column  that  has 
no  entry. 


Ask  the  Records  Clerk  to 
look  at  Exhibit  U,   Form 
F-426 


Read  Sections  3.0 
thru  5.0 


Ask  the  Records  Clerk  the  following 
questions.  The  correct  answers  are 
recorded  directly  below  the  questicn. 


Have  the  enumerator  make  his  entries 
on  the  blank  F-426  and  read  them  tc 
you.  If  he  is  not  right,  explain 
his  mistake  to  him. 


Q.  A  Crew  Leader  leaves  his  home  at  7:57  and  his  mile- 
age reading  is  7,036.2  miles.  He  arrives  a  the 
District  Office  and  parks  at  8:23  when  his  mileage 
reading  is  7,049.6  miles.  What  entries  should  :e 

made  on  the  F-426  and  in  what  columns? 

A. 


Column  (l) 

-  7:57 

Column  (2) 

-  8:23 

Column  (3) 

-  036 

Column  (4.) 

-  049 

Column  (5) 

-  13 

Column  (6) 

-  26 

A  Crev  Leader  starts  to  prepare  a  Progress  Report 
at  11:53.  At  12:02  he  stops  work  and  goes  to 
lunch.  He  returns  at  1:01  and  resumes  work  on  the 
Progress  Report.  He  completes  it  at  1:12.   -.-. 

-  ::li  ;■:  .  :;::r:  -.his' 

A.   Or,  first  line 

Column  (1)  -  11:53 
Column  (2)  -  12:02 

:.-l—  :;  -  - 

-"r  sf -:-:  lire 

Column  (1)  -  12:02 
Column  (2)  -  1:01 
Column  (17)  -  59 
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5.  Introduction 
(oon't) 


3. 


On  third  11ns 

Column  (1)  -  1:01 
Column  (2)  -  1:12 
Column  (15)  -  11 

A  Crew  Leader  arrives  home  from  the  District  Office 
at  5:25.  At  6:50  he  sets  out,  aocompanied  by  you, 
to  review  an  enumerator's  work.  Would  you  record 
the  period  from  5:25  to  6:507  If  you  would  record 
it,  how  would  you  do  it? 


Introduction 
(oon't) 


A. 


a. 


Q. 


Column  (1)  -  5:25 
Column  (2)  -  6:50 
Column  (17)  -  85 


A  Crew  Leader  conducts  a  first  review  of  an  enum- 
erator's work  from  8:30  to  9:22.  From  9:22  to 
10:35  he  conducts  a  first  review  of  another  enum- 
erator's work.  How  would  you  record  his  activity? 

A.  Op  first  line 

Column  (1)  -  8:32 
Column  (2)  -  9:22 
Column  (7)  -  50 

On  second  line 

Column  (1)  -  9:22 
Column  (2)  -  10:35 
Column  (7)  -  73 

Where  would  you  record  the  number  of  minutes  the 
Crew  Leader  spends  driving  to  an  enumerator's 
house  to  pick-up  his  Identification  card  and 
other  material? 

A.  Column  6 

Can  you  think  of  a  case  in  which  there  should  be 
an  entry  in  column  (18)  of  the  F-426  but  no  entry 
in  column  (19)? 
A.  There  is  no  example.  There  must  always  be  a 

description  of  an  activity  in  column  (19)  when 

there  is  an  entry  in  column  (18) . 


On  third  line 

Column  (1)  -  1:01 
Column  (2)  -  1:12 
Column  (15)  -  11 

Q.  A  Crew  Leader  arrives  home  from  the  District  Office 
at  5:25.  At  6:50  he  sets  out,  accompanied  by  you, 
to  review  an  enumerator's  work.  Would  you  record 
the  period  from  5:25  to  6:50?  If  you  would  record 
it,  how  would  you  do  it? 

A.  Column  (l)  -  5:25 
Column  (2)  -  6:50 
Column  (17)  .  85 

Q.  A  Crew  Leader  conduots  a  first  review  of  an  enum- 
erator's work  from  8:30  to  9:22,  From  9:22  to 
10:35  he  conducts  a  first  review  of  another  enum- 
erator's work,  How  would  you  record  his  activity? 

A.  On  first  line 

Column  (1)  -  8:32 
Column  (2)  -  9:22 
Column  (7)  -  50 

On  second  line 

Column  (1)  -  9:22 
Column  (2)  -  10:35 
Column  (7)  -  73 

Q.  Where  would  you  record  the  number  of  minutes  the 
Crew  Leader  spends  driving  to  an  enumerator's 
house  to  pick-up  his  identification  card  and 
other  material? 

A,  Column  6 

Q.  Can  you  think  of  a  case  in  which  there  should  be 
an  entry  in  column  (18)  of  the  F-426  but  no  entry 
in  column  (19)? 

A.  There  is  no  example.  There  must  always  be  a 
description  of  an  activity  in  column  (19)  when 
there  is  an  entry  in  column  (18) . 
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1960  CENSUSES  OF  POPULATION  AND  HOUSING 


Appendix  F,  Stage  II  Crew  Leader  Observation 

F-4.3S       INSTRUCTIONS       TO       RECORDS       CLERKS 
(Daily  Record  of  Crew  Leader  Activities — Stage  II) 


1.0     GENERAL 


Starting  April  20,  about  50,000  enumerators  will  begin  to  work  on 
the  second  stage  of  the  i960  Census  of  Population  and  Housing.  They 
will  be  supervised  by  about  4,000  Crew  Leaders.  So  that  we  may  get 
information  for  planning  future  censuses,  we  want  to  learn  how  much 
time  it  takes  Crew  Leaders  to  do  each  of  the  different  things  they 
will  have  to  do  from  April  20  until  their  Stage  II  assignments  are 
completed. 

Since  it  would  be  very  costly  to  keep  records  on  each  of  the  4,000 
Crew  Leaders  who  will  be  working  on  Stage  II,  we  will  only  keep 
records  on  a  sample  of  them. 

Your  Job  will  be  to  accompany  a  different  Crew  Leader  in  this  sample 
each  day  from  April  20  until  all  the  Crew  Leader  assignments  are 
completed. 

Your  Records  Supervisor  will  give  you  an  assignment  sheet  on  which 
will  be  listed  the  names,  addresses,  and  telephone  numbers  of  Crew 
Leaders  and  the  dates  on  which  you  will  accompany  them. 


HOW  TO  USE  FORM  F-428, 
STAGE  II 


DAILY  RECORD  OF  CREW  LEADER  ACTIVITIES, 


2.1  General.  The  form  F-428  is  the  form  you  will  use  for  recording: 

1.  the  kind  of  work  the  Crew  Leader  does 

2.  how  much  time  it  takes  him  to  do  it 

3.  if  he  uses  his  car,  how  many  miles  he  has  to  drive. 

2.2  Identification  Items.  At  the  beginning  of  each  day  fill  in 
items  A  through  D  of  the  F-428. 

Item  A.  Enter  the  full  name  of  the  Crew  Leader  you  accompany. 

Item  B.  Enter  your  own  name  since  you  are  the  "Records  Clerk". 

Item  C.   Enter  the  District  Office  city  and  code  number.   Your 
Records  Supervisor  will  give  you  this  information. 
Enter  the  month  and  day  on  which  you  accompany  the 
Crew  Leader.  Remember,  you  will  be  filling  out  a 
separate  F-428  for  each  day  that  you  work. 


Item  D. 


2.5 


Column  (7), 
(8)  and  (9) 


To  give  you  an  example  of  the  kind  of  entry  you 
would  make  in  column  (6),  let  us  say  that  you  have 
an  entry  of  9*13  in  column  (l)  and  an  entry  of 
11: UO  in  column  (2).  This  tells  you  it  took  the 
Crew  Leader  87  minutes  to  travel  from  one  place  to 
the  next.  Therefore,  the  entry  you  would  make  in 
column  (6)  would  be  "87" ■  Note  that,  although 
this  is  the  same  as  one  hour  and  twenty-seven 
minutes,  you  would  enter  the  total  number  of  min- 
utes rather  than  "1  hr.  and  27  minutes".  This  will 
make  it  easier  for  you  to  add  up  the  total  number 
of  minutes  spent  by  the  Crew  Leader  in  this  column. 

In  order  that  the  Crew  Leader  can  check  to  see  that 
the  information  collected  by  the  enumerator  is  ac- 
curate and  complete,  he  and  the  Field  Reviewer  will 
make  appointments  with  each  enumerator  to  review 
his  first  EA.  This  process  is  called  first  field 
review.   The  Crew  Leader  will  review  the  enumerator' 
first  EA  and  if  he  finds  that  the  enumerator  is 
making  too  many  errors,  he  will  ask  him  to  come  in 
for  another  review  of  the  EA  at  a  later  date.   This 
is  an  intermediate  field  review.  Each  enumerator 
will  be  required  to  have  a  final  review  of  each  of  - 
his  EA's.  This  is  a  final  field  review. 


Column  (7)  In  column  (7)  record  the  amount  of  time  the  Crew 
Leader  spends  with  each  enumerator  for  the  first 
review.  Use  a  new  line  for  each  review. 

For  example,  the  Crew  Leader  starts  the  first  re- 
view of  an  enumerator's  EA  at  8:36  and  completes 
the  review  at  9:49-  You  would  have  an  entry  of 
8:36  in  column  (l)  and  9:49  in  column  (2).  There- 
fore, the  entry  in  column  (7)  would  be  "73". 

Column  (8)   Enter  in  column  (8)  the  amount  of  time  the  Crew 

Leader  spends  with  each  enumerator  for  the  inter- 
mediate review.  Remember  to  use  a  separate  line 
for  each  intermediate  review  conducted  by  the  Crew 
Leader . 


2-3  How  to  Make  Entries  in  Columns  (l)  through  (5)  of  F-428. 


Column  (9) 


Column  (l) 


Column  (2 ) . 


Columns 
(4)  and 


Enter  the  exact  time  when  the  Crew  Leader  starts 
working  on  a  particular  activity  or  starts  travel- 
ing from  one  place  to  another .   Start  a  new  line 
when  the  Crew  Leader  finishes  working  on  one  activ- 
ity and  proceeds  to  the  next.  Note  that  except  for 
the  first  line  on  the  form,  the  start  time  in 
column  (l)  should  always  be  the  stop  time  in  col- 
umn (2)  on  the  line  above.  If  the  Crew  Leader 
drives  from  one  activity  to  another,  his  start 
time  will  be  when  he  turns  on  the  ignition  switch 
in  his  automobile. 

Enter  in  column  (2)  the  time  when  the  Crew  Leader 

stops  working  on  the  activity  or  when  he  reaches 
his  destination,  if  travel  is  involved.  If  he 
drives,  consider  the  Crew  Leader  to  have  reached 
his  destination  when  he  stops  the  car  and  turns 
off  the  ignition. 


(3),  Note  that  columns  (3),  (4)  a^id  (5)  are  under  the 
(5)  heading  "Travel".   If  the  Crew  Leader  does  any 
driving  in  connection  with  Census  work  during 
Stage  II,  record  the  mileage  in  these  columns. 

If  the  Crew  Leader  uses  his  car,  enter  his  mileage 
reading  in  column  (3)  at  the  starting  point  of  the 
trip. 

In  column  (1+)  enter  the  mileage  reading  when  he 
reaches  his  destination. 

In  column  (5)  enter  the  total  number  of  miles  he 
drives.  For  example,  if  the  mileage  reading  on 
the  Crew  Leader's  car  when  he  started  out  was 
73>832  (ignoring  tenths  of  a  mile)  and  when  he 
reached  his  destination  the  mileage  reading  on 
his  car  was  73,841,  you  would  enter  "841"  in 
column  (4)  and  832  in  column  (3).   In  column  (5) 
you  would  enter  the  total  number  of  miles  he  drove 
which  in  this  example  would  be  9- 

Note  that  the  example  shows  that  you  do  not  have 
to  record  the  entire  mileage  reading  in  columns 
(3)  and  (4),  Just  the  last  3  digits. 


2.4  Column  (6).  In  column  (6)  which  is  headed  "Travel  Time", 
enter  the  number  of  minutes  it  took  the  Crew 
Leader  to  make  the  trip  from  his  starting  point 
to  his  destination. 


In  column  (9)  record  only  the  amount  of  time  that 
the  Crew  Leader  spends  with  each  enumerator  while 

actually  conducting  the  final  review.  Use  a 
separate  line  for  each  final  review  conducted  by 
the  Crew  Leader.   Do  not  include  the  time  spent 
by  the  Crew  Leader  in  preparing  the  enumerator's 
payroll. 

2.6  Column  (1,0).  T,he  Crew  Leader  will  be  responsible  for  payrolling 
his  enumerators,  the  Field  Reviewer  and  himself. 
The  Crew  Leader  will  payroll  the  enumerator  for 
each  EA  after  it  has  passed  the  final  review  and 
is  accepted  as  complete. 

Enter  in  column  (10 )  the  amount  of  time  the  Crew 
Leader  spends  in  computing  the  enumerator's  payroll 
for  each  EA,  the  Field  Reviewer's  payroll  and  his 
own  payroll. 

2-7  Column  (11 ).  The  Crew  Leader  will  be  responsible  for  collecting 
certain  materials  from  each  enumerator  after  his 
assignment  is  completed.  These  materials  will  con- 
sist of  ED  books,  Listing  Books,  ACR's,  etc. 

Enter  in  column  (11)  the  amount  of  time  the  Crew 
Leader  spends  on  receiving  EA's  and  materials  from 
enumerators . 


2.8  Column  (12) 


The  close-out  review  will  be  made  by  the  Crew  Leader 
after  the  enumerator's  EA  has  passed  the  final  re- 
view and  has  been  accepted  as  complete.  Enter  the 
amount  of  time  the  Crew  Leader  spends  on  close-out 
review  in  column  (12). 


2.9  Columns  (13), 
7l4"l  and  (15) 

Column  (13)-  The  enumerators  will  be  reporting  to  the  Crew 

Leader  by  telephone  on  certain  days  during  Stage  II. 
The  Crew  Leader  will  keep  a  record  of  these  reports 
on  the  F-231,  "Crew  Leader's  Progress  Report". 

Enter  in  column  (13)  the  amount  of  time  the  Crew 
Leader  spends  on  receiving  reports  from  the  enu- 
merators . 

Column  (14).  The  Crew  Leader  will  be  required  to  prepare  certain 
reports  for  the  District  Office  during  Stage  II. 
For  example,  he  is  required  to  complete  an  F-239» 
"Daily  Report  of  Field  Review"  for  each  work  day 
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during  Stage  II.  Enter  in  column  (HO  the  amount 
of  time  the  Crew  Leader  spends  preparing  reports 
for  the  District  Office. 

Column  (1^).  The  Crew  Leader  will  have  to  telephone  certain  re- 
ports to  the  District  Office  during  Stage  II.  He 
may  also  report  to  the  District  Office  in  person. 

Enter  in  column  (15)  the  amount  of  time  spent  by  the 
Crew  Leader  on  telephoning  reports  to  the  District 
Office  or  making  personal  visits  to  the  District 
Office  for  reporting  purposes . 

2.10  Column  (l6).  On  the  night  of  April  20  (which  is  called  M-night), 

places  such  as  flop  houses,  missions,  etc.,  will  be 
visited  by  enumerators.  The  Crew  Leader  will  ac- 
company some  of  the  enumerators  to  see  that  they  are 
doing  the  Job  right. 

Enter  in  column  (16)  the  amount  of  time  the  Crew 
Leader  spends  accompanying  enumerators  during 
M-night  or  doing  any  other  work  in  connection 
with  M-night. 

2.11  Column  (17)-  The  heading  over  column  17  is  "Personal  Time."  In- 

clude under  this  heading  all  time  that  the  Crew 
Leader  spends  in  the  course  of  a  day  on  personal 
activities  such  as  lunch,  coffee  breaks,  errands, 
shopping  at  stores,  etc.  Record  all  time  spent 
traveling  to  and  from  such  personal  activities  in 
column  (17)-  Do  not  record  this  time  in  column 
(6).  You  do  not  have  to  record  the  number  of  miles 
the  Crew  Leader  travels  for  personal  reasons  in 
columns  (3)  through  (5)» 


2.12  Columns  (18) 
and  (19) 

Column  (18). 


Column  (19). 


2.13  Total  Line. 


The  heading  of  this  column  is  "Other".  Use  this 
column  to  record  the  amount  of  time  the  Crew 
Leader  spends  on  any  activity  not  specifically 
covered  by  other  columns  on  this  form. 

Whenever  you  use  column  (l8)  be  sure  to  write  a 
complete  description  of  what  the  Crew  Leader  does 
in  column  (19) .  Try  to  be  brief;  however,  use  as 
much  space  as  you  need  to  make  a  complete  descrip- 
tion. Use  the  back  of  the  form  if  you  need  more 
space . 

Note  that  the  word  "Total"  appears  at  the  bottom 
of  columns  (1)  and  (2).  At  the  end  of  each  day 
add  up  the  number  of  minutes  in  each  time  column 
and  the  number  of  miles  in  each  mileage  column . 
Enter  the  total  for  each  column  on  this  total 
line.  Note  that  certain  columns,  such  as  column 
(k),    are  shaded  and  require  no  entries. 

3.0  HOW  TO  USE  FORM  F-^27,  DAILY  RECORD  OF  CREW  LEADER  HOME  ACTIVITIES 

Your  Crew  Leader  may  do  a  good  part  of  his  Job  at  home .  Since  you 
may  not  be  with  him  when  he  works  at  home,  give  him  a  form  F-U27  and 
preaddressed  envelope  and  show  him  how  to  keep  a  record  of  his  time 
at  home  according  to  the  kind  of  work  he  does.  Fill  out  items  A 
through  D  before  you  give  him  the  form  so  that  it  agrees  with  your 
form  F-k26.     Then  show  him  how  to  use  a  separate  line  on  the  form 
each  time  he  goes  from  one  activity  to  another.  Tell  him  to  enter 
the  time  he  starts  an  activity  to  the  nearest  minute  in  column  (l) 
and  the  time  he  stops  in  column  (2).  Then  instruct  him  to  make  the 
necessary  computations  and  enter  the  total  number  of  minutes  for  each 
activity  in  one  of  columns  (3)  through  (10). 

Each  time  a  Crew  Leader  goes  home  for  one  reason  or  another,  make 
arrangements  to  meet  him  whenever  he  goes  out  again  on  census  business. 

k.O     RECORDING  TIME  AND  MILEAGE  ENTRIES 

Always  make  time  entries  to  the  nearest  minute.  For  example,  "12:13", 
"3:^7M»  etc.  Ignore  seconds  when  you  read  your  watch.  For  example, 
any  time  between  10:38  and  10:39  should  be  recorded  as  10:38.  Then, 
as  soon  as  the  minute  hand  reaches  10:39>  *ne  time  is  10:39  until  the 
minute  hand  reaches  10:^0. 

Always  record  mileage  entries  to  the  nearest  mile.  Record  the  last 
3  digits  of  the  mileage.  For  example,  if  the  reading  is  "77, 25^  and 
five  tenths",  record  the  mileage  as  "25V.  Drop  the  tenths  of  a 
mile  in  recording  mileage.  Do  not  try  to  round  up. 

5.0  DISPOSITION  OF  FORMS 

Each  day  mail  the  F-428  to  your  Records  Supervisor.  You  will  be 
given  a  preaddressed  envelope  for  this  purpose.  It  requires  no  ad- 
\itional  postage. 


Since  you  will  be  accompanying  a  different  Crew  Leader  each  day, 
you  will  not  be  able  to  receive  the  F-427  from  him  the  next  day  to 
transcribe  the  information  to  the  F-U28.  Therefore,  you  will  give 
the  Crew  Leader  a  preaddressed  envelope  when  you  give  him  the  F-U27 

and  ask  him  to  mail  the  F-427  to  your  Records  Supervisor  the  next 

day.  The  Records  Supervisor  will  do  the  transcription  to  the  F-^28 
when  he  receives  the  F-^27  from  the  Crew  Leader. 


6.0  HOW  TO  WORK  WITH  THE  CREW  LEADER 

1.  Do  not  attempt  to  tell  the  Crew  Leader  how  he  should  do  his  Job 
under  any  circumstances.  Remember  that  your  only  function  is  to 
keep  records  of  what  he  does  and  how  long  it  takes  him  to  do  it. 


2. 


k. 


Do  not  do  anything  that  may  delay  the  Crew  Leader  or  distract 
him  from  his  Job. 

Take  particular  care  not  to  interfere  with  the  Crew  Leader's  work, 
although  it  may  be  necessary  to  consult  him  occasionally  in  order 
to  complete  your  records  correctly. 

You  must  be  prepared  to  accompany  your  assigned  Crew  Leader  at  all 
times  regardless  of  when  he  does  his  work.  Avoid  causing  him  any 
delay  in  starting  work  when  he  wishes  to  do  so.  You  will  not  ac- 
company the  Crew  Leader  when  he  is  at  home,  when  he  is  receiving 
his  training,  or  while  he  is  training  his  enumerators. 

It  will  be  up  to  you,  the  Records  Clerk,  to  arrange  with  the  Crew 
Leader  whom  you  will  accompany  the  next  day  when  you  will  meet 
him  the  following  day  before  he  begins  work. 


6. 


Always  be  on  time  for  meetings  with  the  Crew  Leader.  He  will 
told  to  go  without  you  if  you  are  more  than  15  minutes  late. 


be 


7.  In  order  for  us  to  get  a  complete  picture,  you  must  stay  with 
your  assigned  Crew  Leader.  If  you  are  not  with  him  for  even 
one  day,  we  will  not  have  the  complete  picture.  This  means  you 
should  not  ask  to  be  excused  from  accompanying  your  assigned  Crew 
Leader  except  for  emergencies.  If  an  emergency  should  arise, 
notify  the  Records  Supervisor  as  soon  as  possible. 

8.  Do  not  discuss  your  work  with  the  Crew  Leader  any  more  than  is 
necessary.  His  own  Job  is  all  he  has  time  to  worry  about.  How- 
ever, do  not  hesitate  to  ask  the  Records  Supervisor  for  technical 
help  if  you  have  any  questions . 

9.  Make  all  entries  on  your  form  F-U28  accurately  and  completely. 
Use  ordinary  black  pencil.  Be  neat  and  write  as  legibly  as  you 
possibly  can.  The  numbers  you  collect  are  of  no  value  if  they 
are  not  legible . 

10.  Do  not  combine  your  work  as  a  Records  Clerk  with  any  other  job, 
such  as  selling  magazine  subscriptions,  collecting  information 
for  directory  publishers,  or  selling  or  advertising  articles  of 
any  kind. 

11.  Do  not  leave  cards  or  other  literature  supporting  any  candidate 
for  political  office.  Do  not  argue  or  debate  the  merits  of 
either  candidates  or  political  issues. 

7.0  ACCIDENT  PREVENTION  AND  COMPENSATION 

As  an  employee  of  the  Federal  Government  you  are  entitled  to  medical 
care  or  compensation  if  you  are  injured  "in  the  performance  of  duty". 
These  benefits  are  regulated  by  the  Bureau  of  Employees'  Compensation, 
Department  of  Labor. 


Safety  precautions — Make  "Safety  First"  your  slogan. 
lookout  for  these  hazards. 


Be  on  the 


1.  Mean  dogs — Take  no  chances  with  vicious-looking  dogs. 

2.  Falls — Reduce  the  possibility  of  falls  by  stepping  cautiously 
on  dark  or  rickety  stairs  and  uneven  walks.  Do  not  take 
shortcuts  when  the  footing  is  difficult. 

3.  Automobile  accidents --Give  full  attention  to  driving  when  you 
use  your  car.  Always  get  out  of  your  car  on  the  curb  side. 

What  to  do  in  case  of  accident--If  you  are  injured,  get  first  aid 
from  the  nearest  source.  Then  report  the  injury  to  your  Records 
Supervisor  as  soon  as  possible.  Get  names  and  addresses  of  any 
witnesses  to  the  accident.  If  further  treatment  is  needed,  your 
Records  Supervisor  will  inform  you  where  to  obtain  it.  He  will 
also  give  you  the  necessary  forms  for  your  official  reporting 
of  the  accident,  which  is  necessary  for  free  medical  care  or 
compensation. 
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How  to  Train 
the  Records 
Clerk 


What  Materials 
to  Give  the 
Records  Clerk 


Records  Clerks 
who  have  not 
been  trained 
before 


4. 


Questions  from 
the  Records 
Clerk 


Since  you  will  be  training  only  one  Records 
Clerk,  you  will  do  it  informally.  Read  each 
section  of  the  F-438  to  the  trainee  as  in- 
structed by  this  guide.  Have  the  Records 
Clerk  sit  near  you  so  that  he  can  hear  you 
easily.  Have  the  Records  Clerks  follow 
along  in  the  F-438  as  you  read  each  section. 
When  you  refer  to  an  item  or  column,  point 
it  out  to  him  on  the  exhibit. 


Give 

the  Records  Clerk  the  following  materials 

before  you  start  the  training: 

1. 

Blank  copies  of  the  F-428 

2. 

Blank  copies  of  the  F-427 

3. 

Exhibit  5  and  6 

4. 

A  Crew  Leader's  Manual,  Stage  II, 

F-230A 

5. 

Instructions  to  Records  Clerks, 

F-438 

If  the  Records  Clerk  did  not  receive  training 
for  the  Crew  Leader  preparatory  stage  or  Stage 
I,  he  must  be  trained  in  keeping  his  own  pay- 
roll forms.  Use  the  payroll  pages  of  the 
F-425  to  conduct  this  training. 

If  he  has  not  met  you  before,  introduce  your- 
self and  give  him  your  address  and  telephone 
number.  See  that  he  has  an  identification 
card  and  instruct  him  in  its  use. 


Before  you  start  readying  the  F-438  to 
the  Records  Clerk,  tell  him  to  interrupt 
you  whenever  he  has  a  question. 


'5.   Training  the 
Records  Clerk 
(con't) 


You  may  not  be  able  to  tell  whether  the  Crew 
Leader  is  conducting  a  first,  intermediate, 
or  final  review.   If  not,  ask  the  Crew  Leader. 
You  also  might  not  be  able  to  tell  if  the 
Crew  Leader  is  conducting  a  review  or  pre- 
paring the  enumerator's  payroll.   If  necessary, 
ask  the  Crew  Leader  to  inform  you  when  he 
stops  working  on  one  and  starts  the  other. 
This  is  necessary  because  you  will  be  record- 
ing the  amount  of  time  spent  on  each  field  re- 
view and  in  preparing  the  enumerator's  payroll 
on  separate  lines  and  in  separate  columns. 


Read  Section  2.6 


Read  Section  2.7 


When  the  Crew  Leader  completes  the  final  field 
review  for  each  Stage  II  EA  and  verifies  that  it 
is  complete  he  will  pick  up  the  materials  for  the 
EA,  such  as  Stage  II  ED  Books,  Listing  Books, 
identification  cards,  etc.  and  place  them  in  a 
portfolio  to  be  shipped  to  the  District  Office. 

Include  in  column  (10),  the  amount  of  time  the 
Crew  Leader  spends  picking  up  thia  material  and 
getting  it  ready  to  mail  to  the  District  Office. 


Training  th* 
Records  Clenk 


Since  you  are  not  expected  to  know  the  Crew  Lead- 
ers work  in  detail,  you  may  find  that  at  times 
you  will  not  be  able  to  tell  what  the  Crew  Leader 
is  doing  just  by  observing  him.   Therefore,  when 
you  first  meet  the  Crew  Leader  whom  you  will 
accompany  for  that  day  explain  to  him  what  your 
job  is  and  ask  him  to  assist  you  by  informing 
you  when  he  changes  from  one  job  to  another  (if 
there  is  no  obvious  breaking  point  between  the 
two). 

You  may  also  want  to  read  through  the  F-230A, 
Crew  Leader's  Manual,  in  order  to  become  more 
familiar  with  the  duties  of  the  Crew  Leader  in 
Stage  II. 


Read  Seotion  2.8 


Read  Section  2.9 


Remember  that  the  time  the  Crew  Leader  spends 
driving  to  the  District  Office  will  not  be  in- 
cluded in  column  (1.5). 


Read  Section  2.10 


Read  section 
Clerk  look  a 

1 
b 

0. 

lie 

Have  the  Records 
assignment  sheet. 

Read 

Section 

2 

1 

through  2.4. 

Read 

Section 

2 

5 

During  the  M-night  enumeration  hours  (normally 
5  p.m.  through  11  p.m.),  the  Crew  Leader  will 
visit  as  often  as  possible  each  M-night  enumer- 
ator under  his  supervision.   If  there  is  any 
problem,  he  will  telephone  his  District  Super- 
visor.  If  any  M-night  place  is  too  far  away  to 
visit  he  will  call  the  enumerator.  With  the 
exception  of  driving  time,  the  time  spent  on  these 
activities  will  be  entered  under  column  (16), 


Points  Covered 
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Read  Sections  2.11  through  2.13 


After  you  finish  reading  the 
instructions  and  have  answered 
all  the  questions,  ask  the  Records 
Clerk  the  following  questions. 
Have  him  answer  them  orally  or  make 
entries  on  the  blank  F-428 


Q.  Suppose  your  Crew  Leader  is  driving  to  the 
American  Legion  Hall  to  conduct  field  re- 
views. On  the  way  he  stops  the  car  and  talks 
to  a  friend.  After  awhile  the  friend  leaves 
and  the  Crew  Leader  starts  the  car.  How 
would  you  make  the  entries  on  the  F-A28  for 
this  situation? 

A.   Enter  the  time  that  the  Crew  Leader  stops 
the  car  in  column  (2).   In  column  (i)  enter 
the  mileage  reading  when  he  stops  the  car. 
Enter  in  column  ( 5  J  the  total  number  of 
miles  the  Crew  Leader  has  driven.   Enter  in 
column  (6)  the  time  it  has  taken  him  to 
drive  that  distance.  Enter  in  column  (l)  on 
the  next  line  the  same  time  as  in  column  (2) 
on  the  preceding  line. 

When  the  Crew  Leader  starts  the  car,  enter 
the  time  in  column  (2)  and  the  mileage  read- 
ing of  the  car  in  column  (3).  Enter  the  amount 

of  time  he  spent  talking  to  the  friend  in  column 
U7). 
Q.  Under  what  column  would  you  make  an  entry  if  the 
Crew  Leader's  car  is  stuck  in  a  ditch  and  he  is 
waiting  for  a  wrecker? 


Enter  tt.i   amount  of  time  the  Crew  Leader 
spend?  from  the  time  the  car  went  in  the 
ditch  until  the  time  that  he  is  able  to 
resume  his  trip  under  column  (18).  A  com- 
plete isocription  of  the  activity  would  be 
written  in  column  (19). 


Q,  If  the  Crew  Leader  conducts  several  field  re- 
views from  8:30  to  11:07,  would  all  this  time 
be  entered  on  the  same  line? 

A.  No.  The  time  spent  on  each  field  review 
will  be  entered  on  a  separate  line  under 
the  appropriate  column. 


Q.  Under  what  column  would  you  enter  the  amount 
of  time  the  Crew  Leader  spends  on  packaging 
completed  enumerator's  materials  for  shipment 
to  the  District  Office? 

A.   The  number  of  minutes  the  Crew  Leader  spent 
on  this  activity  would  be  entered  in 

column  (ll). 


Suppose  the  Crew  Leader  starts  a  final  review 
of  an  enumerator's  EA  at  9:03  and  completes 
the  review  at  10:18.  From  10:18  to  10:^0  he 
prepares  the  enumerator's  payroll.  What  entries 
would  you  make  on  your  F-^28? 

A.   Column  (l)  on  the  first  line  -  9:03 

Column  (2)  on  same  line  =  10:18 

Column  (9)  on  same  line  -  "75" 

Column  (l)  on  next  line  -  10:18 

Column  (2)  on  next  line  -  10:4.0 

Column  (10)  on  next  line  -  "22" 


Have  the  Records  Clerk  read  Sections 

3.0  through  7.0  of  the  F-428  to  himself 
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i  -431       INSTRUCTIONS       TO       FIELD       REVIEWERS 
(Daily  Record  of  Field  Review  Activities — Stages  I  and  II ) 


1.0  PURPOSE  OF  THE  SPECIAL  RECORDS  PROGRAM 

Part  of  the  Special  Records  Program  is  concerned  vith  collecting  in- 
formation about  your  role  as  a  Field  Reviewer  in  the  i960  Census  of 
Population  and  Housing. 

A  sample  of  about  200  Field  Reviewers  throughout  the  country  have  been 
chosen  to  help  us  in  this  program.  Each  of  you  will  report  daily  the 
following  information; 

(a)  Every  separate  activity  you  work  on  during  that  day. 

(b)  The  time  you  spent  on  each  of  these  activities. 

2.0  E0W  TO  USE  FORM  F-^30,  DAILY  RECORD  OF  FIELD  REVIEWER  ACTIVITY 

Complete  one  F-!*30  each  day  that  you  do  census  work.  The  form  has  been 
designed  so  that  you  will  not  have  to  spend  much,  time  filling  it  out. 
In  most  cases  you  can  record  an  activity  completely  by  writing  three 
numbers  in  the  appropriate  columns. 


2.1  Identification  Items  (l)  through  (K) 

Make  these  entries  at  the  beginning  of  your  work  day. 
every  Form  F-U30  you  submit  has  this  information. 


Be  sure  that 


Item  (1)— Ilame  of  Field  Reviewer.  Enter  your  own  name. 

Item  (2;— Date.  Enter  the  month  and  day  of  the  work  day  you  are 
reporting. 

Item  (3)— "District  Office.  Write  the  city  and  state  in  which  the 

District  Office  is  located  and  the  office  number.  You  may 

abbreviate  the  state  name. 

Item  (k)  —  Crew  Leader  District.  Write  the  number  of  the  Crew 
Leader  District  in  which  you  are  working.  This  number  ap- 
pears in  item  D  on  the  cover  of  the  PH-1  or  PH-2  Enumera- 
tion Book. 

2.2  Columns  A  and  B. 


In  column  A,  enter  to  the  nearest  minute  the  time  you  start  each 
separate  activity.  For  example,  if  you  start  a  first  review  at 
9:11  in  the  morning,  enter  9:11  in  column  A. 

When  you  have  finished  the  activity,  enter  the  time  you  finish, 
to  the  nearest  minute,  in  column  B  on  the  same  line.  The  start- 
ing time  of  the  next  activity  must  be  the  same  as  the  finish  time 
of  the  activity  before  it.  Always  follow  this  rule,  so  that  all 
time  will  be  accounted  for. 

Record  work  you  do  in  the  evening.  If  there  is  a  period  between 
your  daytime  and  evening  activities  when  you  don't  work,  enter  the 
times  in  columns  A  and  B  and  record  the  period  as  "personal  time" 
in  column  U. 

2.3  Columns  C  through  W. 

After  you  have  made  your  entries  in  columns  A  and  B  for  an  activity 
select  the  one  column  from  columns  C  through  U  that  describes  it. 
On  the  same  line  enter  in  this  column  the  time,  in  minutes,  that 
you  spent  doing  the  activity. 

For  example,  you  took  leave  to  conduct  some  personal  business. 
The  leave  started  at  2:32  and  you  returned  to  the  office  at  kzlj. 
Enter  105  in  column  U  because  you  spent  105  minutes  on  personal 
time.  Notice  that,  because  there  are  sixty  minutes  in  an  hour, 
you  cannot  subtract  the  start  time  from  the  finish  time  and  always 
get  the  right  number  of  minutes  spent  on  an  activity. 

When  recording  enumeration  activity  in  columns  L  through  P  record 
on  one  line  the  period  spent  on  -one  type  of  enumertxlon  activity 
without  a  brea? ; . 

For  example,  if  you  are  engaged  in  regular  enumeration  in  the 
morning,  stopped  for  lunch,  and  resumed  the  enumeration  in  the 
afternoon,  ycu  Just  use  three  lines  to  record  these  activities. 
The  first  line  records  the  morning  enumeration  period,  xhe  second 
line  records  your  "l>inch  period,  and  xhe  third  line  records  your 
afternoon  enumeration. 

Do  not  record  separately  the  time  spent  moving  from  one  housing 
unit  to  another  in  the  course  of  enumeration.   Include  s-ch  between 
housing  unit  travel  time  in  your  total  enumeration  time  period. 
However,  record  separately  the  time  spent  traveling  to  and  from  the 
enumeration  ar---;.. 

If  none  of  columns  C  through  U  describes  the  activity,  enter  the 
time  in  column  V  (Other),  and  describe  the  activity  in  detail  in 
column  W. 

2.k     Remaining  Items ., 

When  you  have  completed  the  entries  for  the  last  activity  of  the 
day,  add  the  minutes  entered  in  each  of  the  activity  columns, 
columns  C  through  V.  Enter  the  total  for  each  column  on  the 
total  line  at  Its  bottom.   If  there  are  no  entries  in  a  column, 
enter  zero.  After  all  the  totals  are  made,  proceed  to  item  5  on 
the  top  of  the  form. 

Item  5.  Enter  in  item  5  the  miles  you  drove  during  the  day. 
This  entry  is  the  same  as  the  entry  you  make  in 
column  d  of  the  F-202. 


Item  6.  Enter  the  total  number  of  minutes  you  worked  during 
the  day.  Obtain  this  number  by  comparing  the  first 
start  time  in  column  A  with  the  last  finish  time  in 
column  B. 

Item  7-  Add  the  totals  at  the  bottoms  of  all  the  activity 
columns.  Enter  this  grand  total  in  minutes  in  the 
space  provided  at  the  bottom  of  column  W.  This 
entry  represents  the  total  time  spent  on  all  " 
activities. 

Item  8.  After  you  have  entered  the  total  time  for  all 

activities,  compare  that  entry  with  the  entry  in 
Item  6. 

If  the  entries  in  items  6  and  7  are  the  same,  your 
entries  in  columns  A  and  B  check  with  your  entries 
in  the  activity  columns.  Sign  your  name  in  item  8 
to  signify  that  you  have  made  the  comparison. 

If  your  entries  in  items  6  and  7  do  not  agree,  you 
have  made  an  error  some  place.  First  check  the  cor- 
rectness of  your  entries  in  items  6  and  7.   If  those 
two  entries  are  correct,  the  error  may  lie  among  the 
entries  you  made  in  columns  A  and  B.  Check  these 
columns  to  make  sure  that  the  start  time  en  each  line 
is  the  same  as  the  finish  time  on  the  previous  line. 
Correct  any  such  error  and  correct  the  corresponding 
entry  in  the  activities  columns  as  well.  If  columns 
A  and  B  are  correct,  the  error  must  lie  in  the 
entries  in  the  activity  columns.  Check  each  activity 

to  see  that  the  time  entered  corresponds  to  the 
time  period  in  columns  A  and  B.  Make  all  necessary 
corrections.   If  you  correct  any  entry  in  an  activity 
column,  correct  the  total  for  that  column.  Also 
correct  item  7- 

After  all  corrections  have  been  made,  see  that  items 
6  and  7  agree.  Sign  your  name  in  item  8. 

Item  9.     After  signing  your  name  in  item  8,  check  the  box 

in  item  9.   If  you  are  working  in  Stage  I,  check  the 
Stage  I  box;  if  you  are  in  Stage  II,  check  the 
Stage  II  box. 

3-0  DISPOSITION  OF  THE  FORM 

Insert  the  form  in  envelope*  F.-M+O.  The  envelope  has  the  proper  ad- 
dress already  printed  on .it/knd  requires  no  postage.  Mail  the  form 
each  evening  on  the  day  you-  complete  it,  after  you  are  certain  that 
you  will  do  no  further  census  work  that  day.  Do  not  mall  your  form 
F-239,  Daily  Record  of  Field  Review,  in  this  envelope.  Use  the  other 
envelopes  that  were  given  to  you. 

k.O     DIFFERENCES  BETWEEN  STAGE  I  AND  STAGE  II 

You  may  be  in  the  Stage  I  Field  Reviewer  sample,  the  Stage  II  Field 
Reviewer  sample,  or  both.  The  F-V30  is  completed  in  almost  the  s&me 
manner  for  both  stager: .  In  fr.ct,  up  to  this  point  in  the  manual, 
the  instructions  are  identical  for  both  stages. 

There  are  some  differences  in  the  use  of  this  form,  however.  One  is 
that  all  columns  are  used  in  Stage  I,  while  columns  E,  H  and  0  are  not 
used  in  Stage  II.  The  other  differences  are  in  the  detailed  descrip- 
tions of  what  activities  are  included  in  columns  C  through  U.  Section 
5.0,  which  follows,  provides  the  Stage  I  descriptions,  while  Section 
6.0  covers  the  Stage  II  descriptions. 

5.0  DESCRIPTION  OF  STAGE  I  ACTIVITIES  (COLBMHS  C-*J) 

Column Description  of  Activities  iStage  1 1  


Column  C-- 
First  Review 


Column  D-- 
Second  Review 


Column  E-- 
Third  Review 


Column  F — 
Final  Review 


Column  G-- 

Close-out 

Review 

Column  H-- 

Transcription 

Verification 


This  activity  is  described  in  Appendix  E  of  the 
F-230  (FR),  Sections  E5.1  through  E5  71.   Use  a 
separate  line  for  each  enumerator  for  viv.ci  you 
conduct  a  review. 

This  activity  is  described  in  Appendix  E  of  the 
F-230(FR),  Sections  E5.O  through  E5.6,  the  first 
four  paragraphs  of  Section  E5.7,  and  Section  E5.72. 
Use  a  separate  line  for  each  enumerator  for  whom 
you  conduct  a  review. 

This  activity  is  described  in  Appendix  E  of  the 
F-230CFR),  Sections  E5-1  through  E5.6,  the  first 
four  paragraphs  of  Section  E5.7,  and  Section 
E5.73.   Use  a  separate  line  for  each  enumerator 
for  whom  you  conduct  a  review. 

This  activity  is  described  in  Appendix  E  of  the 
F-230(FR),  Section  E6.0.  Use  a  separate  line  for 
each  enumerator  for  whom  you  conduct  a  review. 

This  activity  is  described  in  Appendix  E  cf  the 
F-230(FR),  Section  E7-0.  Use  a  separate  line  for 
each  EA  for  which  you  conduct  a  close-out  review. 

This  activity  is  described  in  Appendix  E  of  the 

K-230(FR),  Section  E8-0.   Us 

each  EA  for  which  you  conduct  a  transcription 

verification. 
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Description  of  Activities  (Stage  I) 


Column  I-- 
Form  F-239 

Columri  J-- 
Conf erring 
with  Crew 

Leader 


Column  K— 
Instructing 
Enixnerc   ■-■ 


Column  L — 
Regular  Enu- 
meration of 
Original  EA 

Column  M-- 
Regular  Enu- 
meration of 
Reassigned  EA 

Column  N-- 

Close-out 

Enumeration 


Column  0— 
Correcting 
Transcription 


Column  P-- 
Enumeration 
of  EA  Failing 
Office  QC 

Column  Q-- 
Traveling 


Column  R-- 
Waiting  for 
Enumerator - 
Enumerator  late 

Column  S-- 
Waiting  for 
Enumerator - 
Appointment 
Broken 


Column  T-- 
Waiting  for 
New  Work 


Column  U — 
Personal  time 


Column  V- 
Other 


This  activity  is  described  in  the  F-230(FR), 
Section  9-49. 

This  activity  consists  of  normal  daily  contact  with 
your  Crew  Leader  such  as  discussing  new  work  as- 
signments, and  planning  future  activities.   Do  not 
include  any  time  during  which  the  Crew  Leader  is 
training  or  retraining  you  in  field  review  or 
enumeration.  (Times  for  these  activities  should  be 
recorded  in  column  V  and  the  activities  described 
in  column  W. ) 

Include  the  time  spent  retraining  enumerators  as  a 
result  of  a  field  review.   Also  include  the  time 
you  spend  answering  questions  about  procedure  that 
the  enumerator  asks  you  in  person  or  by  telephone . 

Count  all  time  you  spend  enumerating  an  EA  not 
previously  worked  by  another  enumerator.  Enu- 
meration activities  are  described  in  your  Enu- 
merator's Reference  Manual. 

Count  the  time  spent  enumerating  an  incomplete  EA 
previously  worked  by  another  enumerator  which  was 
assigned  to  you  by  the  Crew  Leader  for  completion. 


Record  the  time  you  spend  in  an  EA  making  one  more 
visit  to  each  unit  completed  by  the  close-out  pro- 
cedure. (Such  EA's  have  passed  a  final  review  but 
have  failed  the  close-out  review. ) 

Record  the  time  you  spend  correcting  the  transcrip- 
tion to  Stage  II  Books  of  an  EA  that  failed  tran- 
scription verification.  If  you  correct  the  tran- 
scription of  an  EA  you  enumerated  yourself,  do  not 
record  the  time  in  column  0.  Record  it  in  column 
V  instead  and  describe  it  in  column  W, 

Count  the  time  you  spend  re-enumerating  an  EA  that 
was  returned  because  it  failed  office  QC.   (Such 
EA's  have  previously  passed  a  final  review.) 


Record  the  time  spent  traveling  between  two  activ- 
ities. Do  not  include  travel  between  housing  units 
when  you  are  enumerating  an  EA. 

Record  time  waiting  for  an  enumerator  who  is  late 
for  field  review  or  retraining.  Include  the  time 
you  spend  studying  your  manuals  or  reviewing  your 
work  while  you  are  waiting. 

Record  time  waiting  for  an  enumerator  who  fails  to 
arrive  for  field  review  or  retraining   If  you  are 
unable  to  substitute  another  activity,  count  the 
period  you  are  inactive  as  waiting  time.  Record 
all  waiting  time  even  though  you  are  studying  your 
manuals  or  reviewing  your  work. 

Record  time  for  which  no  activity  has  been  scheduled 
or  assigned  although  you  are  still  on  duty.  Also 
record  the  time  you  are  Inactive  between  two  activ- 
ities because  the  first  activity  was  completed  in 
less  time  than  scheduled.   Count  all  such  time 
even  though  you  are  studying  your  manuals  or  re- 
viewing your  work. 

Record  all  time  periods  during  the  work  day  in 
which  you  are  not  engaged  in  Census  activities. 
If  you  are  enumerating  and  have  scheduled  evening 
callbacks,  count  as  personal  time  the  period  be- 
tween the  end  of  your  afternoon  enumeration  and 
your  first  evening  callback.  Handle  other  night 
work  in  the  same  way.   Also  count  as  personal 
time:  lunch,  leave  for  personal  business,  coffee 
breaks,  absence  because  of  sickness,  etc. 

Include  all  activities  not  covered  by  columns  C 
through  U.  For  example,  record  in  this  column  the 
time  you  spend  inducting  enumerators  or  being 
trained  in  field  review.  Any  entry  in  column  V 
must  be  accompanied  by  an  entry  in  column  W.  If 
you  need  more  room  than  you  have  in  column  W,  use 
the  back  of  the  F-430.  Identify  the  activity  on 
the  back  by  entering  the  start  and  finish  times 
to  the  left  of  the  description. 


6.0  DESCRIPTION  OP  STAGS  II  ACTIVITIES  (COLUMNS  C-U) 


Column 


Description  of  Activities  (Stage  II) 


Column  C-- 
First  Review 


Column  D-- 
Second  Review 


This  activity  is  described  in  paragraph  4.32b  (l) 
and  selected  other  paragraphs  in  the  Crew  Leader's 
Manual,  F-230A.   Use  a  separate  line  for  each 
enumerator  for  whom  you  conduct  a  review. 

This  activity  is  described  in  paragraph  4.32b  (2) 
and  selected  other  paragraphs  in  the  Crew  Leader's 
Manual,  F-230A.   Use  a  separate  line  for  each 
enumerator  for  whom  you  conduct  a  review. 


Description  of  Activities  (Stage  II) 


Column  E — ' 


Column  F — 
Final  Review 


Column  G — 
Bios e -out 
Review 


Column  H- 


Column  I-- 
Form  F-239 

Column  J-- 
Conferring  with 
Crew  Leader 


Column  K — 

Instructing 
Enumerators 


Column  L-- 
Regular  Enu- 
meration of 
Original  EA 

Column  M — 
Regular  Enu- 
meration of 
Reassigned  EA 

Column  N-- 

Close-out 

Enumeration 


Column  0 — 
Correcting 
Transcription 

Column  P-- 
Enumeration  of 
EA  Failing 
Office  QC 

Column  Q-- 
Traveling 


Column  R — 
Waiting  for 
Enumerator- 
Enumerator 
Late 

Column  S — 

Waiting  for 
Enumerator- 
Appointment 
Broken 


Column  T-- 
Waiting  for 
New  Work 


Column  U-- 
Personal  Time 


Column  V- 
Other 


This  column  should  not  be  used. 
Stage  I  activity. 


It  describes  a 


This  activity  is  described  in  paragraph  4.32b  (3) 
and  selected  other  paragraphs  in  the  Crew  Leader's 
Manual,  F-230A.   Use  a  separate  line  for  each  enu- 
merator for  whom  you  conduct  a  review. 

This  activity  is  described  in  section  4.53  of  the 
Crew  Leader's  Manual,  F-230A. 


It  describes  a 


This  column  should  not  be  used. 
Stage  I  activity. 

This  activity  is  described  in  Section  4.57  of  the 
Crew  Leader's  Manual,  F-230A. 

This  activity  consists  of  normal  daily  contact  with 
your  Crew  Leader  such  as  discussing  new  work  as- 
signments, and  planning  future  activities.  Do  not 
include  any  time  during  which  the  Crew  Leader  is 
training  or  retraining  you  in  field  review  or  enu- 
meration.  (Time  for  these  activities  should  be 
recorded  in  column  V  and  the  activities  described 
in  column  W. ) 

Include  the  time  you  spend  retraining  enumerators 
as  a  result  of  a  field  review.  Also  include  the 
time  you  spend  answering  questions  about  procedures 
that  the  enumerator  asks  you  in  person  or  by  tele- 
phone . 

Count  all  time  you  spend  enumerating  an  EA  not 
previously  worked  by  another  enumerator.   Enumera- 
tion activities  are  described  in  your  Enumerator's 
Reference  Manual . 

Count  the  time  spent  enumerating  an  incomplete  EA 
previously  worked  by  another  enumerator,  which  was 
assigned  to  you  by  the  Crew  Leader  for  completion. 


Record  the  time  you  spend  in  an  EA  visiting  units 
completed  by  the  close-out  procedures.   (Such  EA's 
have  passed  a  final  review  but  have  failed  the 
close-out  review. ) 


This  column  should  not  be  used. 
Stage  I  activity. 


It  describes  a 


Count  the  time  you  spend  re-enumerating  an  EA  that 
was  returned  because  it  failed  office  QC.   (Such 
EA's  have  previously  passed  a  final  review.) 


Record  the  time  spent  traveling  between  two  activi- 
ties. Do  not  include  travel  between  housing  units 
when  you  are  enumerating  an  EA. 

Record  time  waiting  for  an  enumerator  who  is  late 
for  field  review  or  retraining.  Include  the  time 
you  spend  studying  your  manuals  or  reviewing  your 
work  while  you  are  waiting. 


Record  time  waiting  for  an  enumerator  who  fails  to 
arrive  for  field  review  or  retraining.  If  you  are 
unable  to  substitute  smother  activity,  count  the 
period  you  are  inactive  as  waiting  time.  Record 
all  waiting  time  even  though  you  are  studying  your 
manuals  or  reviewing  your  work. 

Record  time  for  which  no  activity  has  been  scheduled 
or  assigned  although  you  are  still  on  duty.  Also 
record  the  time  you  are  inactive  between  two  activi- 
ties because  the  first  activity  was  completed  in 
less  time  than  scheduled.  Count  all  such  time  even 
though  you  are  studying  your  manuals  or  reviewing 
your  work. 

Record  all  time  periods  during  the  work  day  in  which 
you  are  not  engaged  in  Census  activities.  If  you 
are  enumerating  and  have  scheduled  evening  tele- 
phone calls  or  personal  visits,  count  as  personal 
time  the  period  between  the  end  of  your  afternoon 
enumeration  and  your  first  evening  call  or  visit. 
Handle  other  night  work  in  the  same  way.  Also 
count  as  personal  time:  lunch,  leave  for  personal 
business,  absence  because  of  sickness,  coffee 
breaks,  etc. 

Include  all  activities  not  covered  by  columns  C 
through  V.   For  example,  record  here  the  time  you, 
yourself,  are  trained  or  retrained  in  field  review 
or  enumeration.  Any  entry  in  column  V  must  be 
accompanied  by  an  entry  in  column  W.   If  you  need 
more  room  than  you  have  in  column  W,  use  the  back 
of  the  F-430.   Identify  the  activity  on  the  back 
by  entering  the  start  and  finish  times  to  the 
left  of  the  description. 
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TO  THE  RECORDS  SUPERVISOR: 


This  is  your  training  guide.   In  order  to  have  instructions  as  nearly -uniform 
as  possible  throughout  the  offices  in  the  Special  Records  Program  you  are  to 
follow  it  exactly.  At  times  you  will,  of  course,  answer  the  trainee's 
questions  by  drawing  on  your  own  knowledge  or  by  referring  to  specific  in- 
structions to  Records  Clerks;  even  so,  you  should  get  back  to  the  guide  as 
quickly  as  you  can.  Do  not  omit  anything. 

Before  the  Training. 

1.  Study  the  Guide,  This  guide  is  yours  to  use  and  to  keep.  Read  it  through 
carefully.  Put  in  any  notes,  underlining,  arrows,  etc.,  that  will  help 
you  read  with  proper  emphasis,  remind  you  of  gestures  you  wish  to  make, 
help  you  keep  your  place,  etc.  Fill  in  any  blanks,  such  as  those  requir- 
ing the  names  of  trainees,  so  that  you  can  read  without  hesitation. 

Points  covered—left  column.  These  key  words  give  you  an  outline  of  the 
discussion  material.  There  is  plenty  of  space  here  for  you  to  make  notes 
for  your  own  guidance. 

Discussion  material—right  column.  You  are  to  follow  this  side  exactly, 
reading  to  trainees,  asking  them  questions,  and  carrying  out  the  actions 
indicated  in  the  boxes. 

Symbols--"Q"  indicates  you  are  to  ask  a  question  of  a  trainee.  "A"  in- 
dicates the  approved  answer.  Read  the  answer  aloud  if  there  is  any  doubt 
about  the  correctness  of  the  trainee's  answer. 


The  words  within  a  box  like  this  |_ 


are  not  to  be  read  aloud . 


They  indicate  some  action  that  you,  the  instructor,  must  take. 


A  dash  line,  like  this 


indicates  you  are  to  call  on  a  trainee  by 


name  to  answer  a  question,  to  read  from  instructions  or  a  form,  or  to 
help  conduct  a  practice  interview. 

Whenever  you  call  on  trainees  to  do  something,  such  as  find  a  paragraph 
or  an  item  on  a  form,  pause  long  enough  for  them  to  do  so.  Sometimes 
you  may  have  to  give  some  help  since  you  can't  always  wait  for  the 
slowest  one . 

£?,   Practice.  Practice  reading  the  guide  aloud  as  you  will  in  the  classroom. 
Read  slowly  and  distinctly  so  everyone  can  hear  you.  Look  up  from  the 
page  as  much  as  you  can  and  still  read  smoothly  and  with  proper  emphasis. 
We  are  giving  you  the  words  of  instructions,  but  it  is  up  to  you  to  put 
life  and  expression  into  them- -to  make  the  instruction  effective. 

3.  Name  Cards  and  Seating  Chart.  Print  name  cards  for  yourself  and  for  each 
trainee  in  letters  large  enough  for  you  to  see  from  the  front  of  the 
room   Place  the  trainee's  name  cards  on  the  tables  where  you  want  them 
to  sit. 

k.     Have  Your  Training  Room  Ready.  Before  the  training  session  have  tables 
and  chairs  dusted  and  in  place,  ash  trays  clean,  lights  in  order,, 
adequate  ventilation,  and  necessary  material  at  each  trainee's  place  and 
your  own. 

5.  Things  You  Will  Need.  Assemble  all  the  things  needed  for  the  training 
session.  See  the  list  at  the  end  of  this  section.  Be  sure  you  have 
everything  in  the  order  in  which  you  will  use  it. 

During  the  Training 

1.  The  Blackboard. 


We  hope  all  training  roomswill  be  equipped  with  black- 
However,  in  case  some  of  you  may  not  be  able  to  secure  a 


boards 

blackboard,  we  have  made  its  use  optional, 

2.  Exercises.  As  trainees  do  the  exercises,  It -ok  around  the  group  and  help 

anyone  who  seems  to  be  having  difficulty  getting  started.  Also  try  to 

observe  each  one's  work.  This  may  give  you  some  idea  of  how  he  is 
going  to  perform  as  a  Records  Clerk. 


3.   Use  Your  Reference  Material 


Make  frequent  use  of  the  "Instructions  to 
Records  Clerks"  in  class  to  solve  problems  raised  by  the  trainees.   In 
this  way  you  will  demonstrate  to  them  that  they  can  solve  most  of  their 
future  problems  themselves.   If  you  develop  in  them  the  habit  of  using 
their  "Instructions",  their  work  and  yours  will  be  much  easier. 

The  Trainees   Do  what  you  can  to  create  a  pleasant  atmosphere  in  the 
training  room  and  to  put  the  group  at  ease.  Be  friendly,  courteous. 
and  informal.   Call  trainees  by  name.  Encourage  them  to  ask  questions  - 
Be  gracious  when  you  ask  them  to  read,  answer  a  question,  etc.   Guard 
against  calling  on  the  eager  one  too  often.  Try  to  draw  out  those  that 
seem  timid  or  slow  to  learn.   Try  to  give  all  members  of  the  group  an 
opportunity  to  participate. 


1.  Purpose  of 

Special  Records 
Program 


2.  The  Use  of 

the  F-430 


3.  Exhibit  12 


Use  this  guide  to  train  both  Stage  I  and 
Stage  II  Field  Reviewers.  Most  of  it, 
including  the  exhibits,  is  applicable 
to  both  stages.  However,  there  are  some 
portions  of  the  guide  that  refer  only 
to  one  of  the  stages.  You  will  want 
to  mark  your  guide  before  you  train  to 
show  the  parts  that  should  be  omitted 
because  they  do  not  apply  to  the  stage 
you  are  training  on. 


Before  beginning  the  Tra 
each  Field  Reviewer  with 

one  blank  copy  of  F- 
one  copy  of  F-431 
one  copy  of  F--W0 
one  Exhibit  12 

ining 
the 

430 

,   supp 
follow 

Ing: 

You  have  been  selected  to  take  part  in  the  Special  Records 

Program.   I  am ,  the  supervisor  of  the  program 

in  this  office.  My  title  is  Records  Supervisor. 


Read  section  1.0  of  the  F-431 


Are  there  any  questions  about  the  purpose  of  the  Special 
Records  Program? 


Pause  for  questions 


Every  working  day  you  will  fill  out  form  F-430,  Daily  Report 
of  Crew  Leader  Activity.   Please  look  at  this  form. 


Allow  time  for  Field  Reviewer 
to  study  the  F-430 


The  main  purpose  of  the  F-< 430  is  to  provide  an  easy  way 
for  you  to  record  the  things  you  do  during  the  day  and  the 
time  you  spend  doing  these  things.  The  things  you  do  are 
called  "activities"  on  the  F-430. 

Fill  out  an  F-430  even  if  you  spend  the  entire  day  doing 
enumeration  work  and  do  no  field  review  work  at  all.  Fill 
out  an  F-430  even  If  you  do  only  a  few  minutes  work  that 
day.   In  other  words,  if  you  will  receive  payment  for  Census 
work  done  during  a  day,  you  must  submit  an  F-430  for  that 
day. 

Although  the  F-430  looks  complicated,  with  many  columns  and 
many  lines,  it  is  really  simple  to  fill  out.  In  most  cases 
you  will  be  able  to  record  an  activity  completely  by  making 
entries  in  three  columns. 

Before  we  look  at  the  detailed  instructions  for  completing 
the  F-430,  let's  examine  some  exhibits  of  completed  forms. 
Sometimes  you  can  learn  more  quickly  by  seeing  a  finished 
product  then  you  can  by  listening  to  instructions.  Turn 
to  Exhibit  12  which  you  have  on  your  desk. 


Wait  for  trainees  to  find  it 
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Points  Covered 


Discussion  Material 


Notice  first  how  identification  items  1  to  4  at  the  top 
of  the  page  have  been  completed. 


Pause 


Next,  look  at  columns  A  and  B.  Note  that  a  start  and  finish 
time  have  been  entered  for  each  activity  that  this  Field 
Reviewer  worked  on.  Also,  all  time  has  been  accounted  for. 
The  first  activity  ended  at  8:46  and  the  second  began  at 
the  same  time. 

In  columns  C  through  U,  the  Field  Reviewer  showed  what  she  did 

and  how  long  it  took.  She  spent  If  minutes  (from  8:29  to 
8:4-6)  conferring  with  her  Crew  Leader.  Then  she  spent 
58  minutes  doing  a  first  Field  Review.  She  then  waited  15 
minutes  for  an  enumerator  who  was  late  for  a  Field  Review 
appointment..  And  so  on  throughout  the  day. 

At  the  end  of  the  day,  she  totaled  columns  C  through  V, 
entering  reros  where  there  were  no  time  entries.  She  then 
added  these  column  totals  to  get  a  grand  total  for  the  day. 
She  posted  this  grand  total  in  item  7  in  the  lower  right 
corner . 

She  also  determined  her  total  time  for  the  day  by  examining 
columns  A  and  B.  The  time  between  her  first  entry  for  the 
day  (in  column  A)  and  her  last  entry  for  the  day  (in  column 
fi)  was  posted  in  item  6  at  the  top  of  the  form. 

She  then  compared  items  6  and  7.  Since  they  agreed,  she  was 
reasonably  sure  that  she  had  accounted  for  all  time.  So 
she  signed  her  name  in  item  8  in  the  upper  right  corner.  She 
then  checked  the  Stage  I  box  in  item  9  and  sent  the  form  to 
the  Records  Supervisor. 

Are  there  any  questions  about  this  exhibit? 


6.  How  to  Record 
Activities 


Continue  to  record  all  the  activities  of  the  day  in  this 
way.  Use  one  line  for  each  activity  and  take  as  many  lines 
as  necessary. 

It  is  extremely  important  that  the  start  time  of  one 
activity  is  the  same  as  the  finish  time  of  the  previous 
activity.   If  you  make  a  mistake  in  this,  your  form  F-430 
will  not  be  correct  when  you  check  it  at  the  end  of  the 
day.  You  will  have  to  waste  time  in  finding  the  error. 

Are  there  any  questions? 


Pause  for  questions 


will  you  read  section  2.2  to  the  class? 


Pause  while  trainee  reads  the  section 


,  will  you  read  section  2.3  to  the  class? 


Pause  while  trainee  reads  the  section 


Thank  you.  You  see  that  it  is  very  simple  to  completely 
record  an  activity.  Enter  the  time  you  start  in  Column  A, 
do  the  activity,  enter  the  time  you  finish  in  column  B,  and 
enter  the  number  of  minutes  it  took  in  the  column  that 
describes  the  activity.  Are  there  any  question's? 


Pause  for  questions 


4.  Items  1  through 
A   of  the  F-430 


Pause  for  questions 


Now  that  we  have  seen  what  a  completed  F-430  looks  like,  let's 
look  at  the  instructions  in  detail. 

Before  you  make  any  record  of  your  activities  on  an  F-430, 

you  must  fill  in  items  1  through  4.  Section  2.1  of  the 
F-431  explains  how  this  is  done. 

,  will  you  read  that  section,  please? 


Pause  while  trainee  reads  the  section 


Are  there  any  questions? 


Pause  for  questions 


For  convenience,  let's  call  columns  C  through  V  the 
"activity  columns". 

.  Q-  ,    how  many  entries  should  there  be  on  -any  one 

line  in  columns  A,  B,  and  the  activity  columns? 
A,  Three  entries;  one  entry  in  column  A,  one  entry 
in  column  B  and  one  entry  in  the  appropriate 
activity  column. 

There  can  be  only  one  entry  in  the  activity  columns  on  one 
line  because  you  can  be  doing  only  one  type  of  activity 
in  the  time  period.   If  you  have  done  more  than  oi'.e  type  of 
activity,  you  should  record  each  activity  in  a  different 
line  and  show  different  time  periods  in  columns  A  and  B. 

Are  there  any  questions? 


5.  The  Entries 
in  Columns  A 
and  B 


Once  items  1  through  4  are  filled  in,  you  are  ready  to 
begin  yo'ur  activities  for  the  day.  Record  each  activity  on 
a  separate  line  in  the  order  in  which  you  do  it. 

Enter  the  time  you  start  the  first  activity  of  the  day  on 
the  top  line  of  column  A. 

Enter  the  time  you  finish  this  activity  in  column  B  on 
tne  first  line. 

Enter  the  start  time  for  the  second  activity  of  the  day 
on  the  second  line  of  column  A.  This  time  should  be  the 
same  as  the  finish  time  for  the  first  activity  so  that 
there  is  no  gap  or  overlapping  between  finishing  the  first 
activity  and  starting  the  second  activity. 

After  you  complete  the  second  activity  of  the  day,  enter 
the  time  you  finish  in  column  B  on  the  second  line. 


7.  Field  Review 
and  Related 
Work 


Pause  for  questions 


To  make  it  easy  for  you  to  locate  an  activity  column, 
columns  C  through  V  have  been  arranged  or:  the  F-430  intc 
groups  of  related  activities.  Please  look  at  the  form. 


Allow  time  for  trainees  to  look  at.  the  F-43G 


Activity  columns  C  through  K  are  all  related  to  things 
you  do  as  a  Field  Reviewer.  When  you  perform  one  of  these 
activities,  record  it  on  a  separate  line.  An  entry  in  one 
of  these  field  review  activity  columns  represents  ihe  time 
you  took  to  perform  one  -type  of  field  review  activity  for 
one  enumerator. 
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Discussion  Material 


Enumeration 
and  Related 
Work 


If  you  conduct,  for  example,  final  reviews  of  the  work  of 
three  different  enumerators,  you  should  use  a  separate  line 
to  record  each  final  review.  Use  separate  lines  even  though 
the  reviews  were  one  after  the  other.   Let  me  illustrate 
this  point:  From  8:04  to  9:15  you  conduct  a  final  review 
for  enumerator  Brown.  From  9:15  to  10:27  you  conduct  a 
final  review  for  enumerator  Smith.  From  10:27  to  11:39 
you  conduct  a  final  review  for  enumerator  Jones.  From 
11:39  to  12:14  you  conduct  a  closeout  review  of  enumerator 
Jones'  EA. 

can  you  tell  me  on  how  many  lines  you  record  these 


activities  and  what  do  you  record  on  each  line? 

A.  You  must  use  four  lines.  On  the  first  line  record 
enumerator  Brown's  final  review.  On  the  second  and 
third  lines  record  the  final  reviews  for  enumerators 
Smitfc  and  Jones.  On  the  fourth  line  record  the  close- 
out  review  of  enumerator  Jones'  EA. 

As  you  see,  columns  C  through  F  are  used  to  record  Field 
Review  itself.   In  Stage  I,  these  activities  are  described  in 
your  Field  Review  Procedures,  F-230  (FR)  in  Appendix  E. 
In  Stage  II,  these  activities  are  described  in  Chapter  4  of 
the  Crew  Leader's  Manual. 

Columns  G  and  H  are  reserved  for  Closeout  Review  and  Tran- 
scription Verification.  Note  that  these  activities  are  not 
considered  part  of  Field  Review  but  are  to  be  recorded  on 
a  separate  line  with  separate  times. 

The  time  you  spend  completing  form  F-239  is  recorded  in 

Column  I. 

Column  J,  "Conferring  with  Crew  Leader",  should  be  used  to 

record  all  normal  daily  contact  with  your  Crew  Leader  such 

as  discussing  new  work  assignments  and  planning  future 

activities.  Do  not  use  this  column  to  record  training  or 

retraining  y_ou  receive  in  field  review  or  enumerator  work. 

Such  training  should  be  recorded  in  Column  V  and  described 

in  Column  W. 

When  you  retrain  enumerators  because  a  field  review  uncovered 

weaknesses,  record  the  time  you  spend  in  Column  K.  Also 

record  in  Column  K  the  time  you  spend  answering  questions 

about  procedures  that  the  enumerator  asks  you  in  person  or 

by  telephone. 

Are  there  any  questions? 


Pause  for  questions 


Columns  L  through  P  are  related  to  your  duties  as  an 
enumerator . 

When  you  enumerate,  be  sure  to  take  an  F-430  with  you  so 
you  can  make  entries  in  it  when  you  start  and  finish  an 
enumeration  activity. 

Columns  L  and  M  are  used  to  record  the  time  you  spend  on 
regular  enumeration  activities.  Regular  enumeration  refers 
to  enumerating  an  EA  before  it  has  passed  a  final  review. 
It  is  described  in  your  Enumerator's  Reference  Manual. 


9.  Traveling 


10.  Waiting 
Time 


In  Column  L  record  the  regular  enumeration  of  an  EA  that 
was  originally  assigned  to  you  and  has  not  been  previously 
worked  by  another  enumerator. 

In  Column  M  record  the  regular  enumeration  of  an  EA  that 
has  been  previously  assigned  to  another  enumerator.  Your 
Crew  Leader  will  have  assigned  this  EA  to  you  to  complete 
or  correct. 

Columns  N,  0,  and  P  are  used  to  record  the  time  you  spend 
on  enumeration  activities  on  an  EA  that  has  already  passed 
a  final  review. 

Record  closeout  enumeration  in  Column  N.  The  Crew  Leader 
will  have  assigned  an  EA  to  you  for  closeout  enumeration  when 
it  has  failed  the  closeout  review.  He  will  ask  you  to  make 
one  more  visit  for  a  personal  interview  to  each  unit  in  the 
EA  completed  by  the  closeout  procedure. 

In  Column  0  record  the  time  you  spend  correcting  the  tran- 
scription of  Stage  I  entries  into  the  Stage  II  book. 
This  will  occur  when  the  EA  has  failed  Transcription 
Verification  and  the  original  enumerator  is  not  available 
to  correct  his  own  transcription.  However,  if  you  are 
correcting  an  EA  you  originally  transcribed  yourself,  do  not 
record  in  Column  0  but  record  in  Column  V  and  describe  in 
Column  W.  Column  0  will  not  be  used  at  all  in  Stage  II. 

When  an  EA  fails  the  District  Office  Quality  Control  check, 
the  Crew  Leader  may  assign  you  to  correct  it.  Record  the 
enumeration  of  an  EA  failing  Office  QC  in  Column  P. 

Are  there  any  questions  about  what  we  have  covered  so  far? 


Pause  for  questions 


In  column  Q  you  record  the  time  you  spend  traveling 
between  other  activities.  Each  period  of  travel  must  be 
recorded  on  a  separate  line.  Since  you  will  be  traveling 
from  one  activity  to  another,  you  should  not  have  an  entry 
of  travel  time  in  column  Q  on  the  line  immediately  below 
another  entry  of  travel  time. 

Remember  that  when  you  are  enumerating,  you  must  include 
travel  time  between  housing  units  in  your  enumeration 
time.  Do  not  record  this  type  of  travel  separately  in 
column  Q„ 

Are  there  any  questions  about  how  to  record  the  time  you 
spend  traveling? 

Use  columns  R,  S,  and  T  to  record  those  periods  of  time 
when  you  are  waiting. 

It  is  inevitable  that  you  will  have  some  periods  of  inactivity. 
These  activities  are  very  important.  Be  sure  that  you  report 
them  accurately.  You  will  be  paid  for  waiting  time  as  well 
as  the  time  you  are  engaged  in  field  reviewing,  enumerating 
and  traveling.  Nothing  you  report  in  this  program  will  affect 
your  pay  status  at  all. 

After  the  Census  is  over,  we  will  analyze  the  F-430's.   If 
we  find,  for  example,  that  enumerators  were  often  late  for 
field  review  appointments,  we  can  change  the  appointment 
system  in  the  next  census  operation.   In  that  way  we  can  save 
both  time  and  money. 
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Discussion  Material 


11.   Personal 
Time 


12.  Other 

Activities 


13.  Totaling  the 
Activity 

Columns 


14 «  How  to  make 
the  entry 
in  item  5 


In  Column  R  record  the  time  you  spend  waiting  for  an  enumerator 
who  is  late  for  a  field  review  or  retraining  appointment  but 
eventually  shows  up. 

In  column  S  record  the  time  you  spend  waiting  for  an  enumerator 
who  fails  to  show  up  for  a  field  review  or  retraining  appoint- 
ment. If  the  enumerator  has  notified  you  in  advance  that  he 
can't  make  the  appointment,  try  to  substitute  another  activity 
for  the  cancelled  one.  If  you  are  unable  to  substitute 
another  activity  and,  consequently,  have  nothing  to  do,  record 
that  period  of  time  in  column  S  as  waiting  time.  Of  course, 
if  you  find  a  substitute  activity,  record  that  activity  in 
its  proper  column. 

In  Column  T  record  the  time  for  which  no  activity  has  been 
scheduled  or  assigned  to  you.  Also  record  in  column  T 
the  time  you  are  not  doing  anything  between  two  activities 
because  the  first  activity  was  completed  in  less  time  than 
scheduled. 

Also  remember  to  count  as  waiting  time  the  time  you  spend 
reading  your  manuals  or  reviewing  your  work  while  you  are 
waiting. 

Are  there  any  questions  about  waiting  time? 


Pause  for  questions 


Column  U  is  used  for  recording  "personal  time."  By  personal 
time  we  mean  such  things  as  lunch  time,  time  off  for  personal 
business,  coffee  breaks,  etc.  Also  record  in  column  U  the 
period  between  daytime  census  activities  and  census  work  you 
may  do  at  night,  such  as  callbacks.  That  is,  if  you  stopped 
work  at  3:09  and  then  resumed  again  at  7:31  in  the  evening,  you 
would  enter  "3:09"  in  column  A,  "7:31"  in  column  B,  and 
"262"  in  column  U. 

Are  there  any  questions  about  personal  time? 


Pause  for  questions 


At  times  you  may  do  some  Census  work  that  cannot  be  recorded 
in  any  of  columns  C  through  U.  If  so,  enter  the  time  in  column 
V  and  describe  the  activity  in  detail  in  column  W. 

After  you  have  completely  recorded  the  last  activity  of  the 
day,  add  the  number  of  minutes  in  each  activity  column. 
Enter  the  total  for  each  column  on  the  line  labeled  "Total 
time  for  each  activity."  Do  you  all  see  where  to  make  these 
intries  on  the  F-430? 


Hold  up  an  F-430  and  point  to  the  "total"  line 


If  there  are  no  entries  in  a  column,  enter  zero  on  the 
total  line.  There  should  be  an  entry  on  the  total  line  for 
each  activity  column. 

After  you  have  added  all  activity  columns  and  have  entered  the 
totals  on  the  total  line,  proceed  to  item  5  on  the  top  of  the 
F-430. 

In  item  5  copy  the  number  of  miles  you  drove  during  that 
day.  Copy  this  number  from  the  entry  you  made  for  the  day 
in  column  d  of  your  F-202,  Enumerator's  Work  and  Expense 
Record.  Turn  to  your  copy  of  the  F-202.   It  should  appear 
on  page  31  of  your  Listing  Book. 


Allow  time  for  the  trainees  to  locate  the 
F-202  in  the  Listing  Book 


Do  you  see  from  where  you  get  the  entry  for  item  5  of  the 
F-430? 


Pause  for  questions 


15.  How  to  make 
the  entry  in 
item  6 


If  you  did  not  travel  that  day,  enter  zero  in  item  5. 

Next,  find  the  number  of  minutes  you  worked  during  the 
day.  Do  this  by  comparing  the  start  time  of  your  first 
activity  with  the  finish  time  of  your  last  activity. 
Enter  the  number  of  minutes  you  worked  during  the  day  in 
the  item  6  of  the  F-4-30.  Note  that  the  entry  in'  item  6 
will  not  be  the  same  as  the  time  you  enter  on  your  F-202 
for  payment.  Item  6  includes  such  periods  as  lunch  time, 
for  which  you  will  not  be  paid. 

Are  there  any  questions  about  how  to  compute  the  entry  in 
item  6? 


Pause  for  questions 


_,  if  your  start  time  is  8:23  and  the  finish  time 


of  your  last  activity  is  5:18,  what  entry  would  you 
make  in  item  6? 


Allow  time  for  the  trainee  to  compute  the  answer 


A.  535  minutes. 


Do  you  all  see  how 


arrived  at  that  answer? 


Pause  for  questions 


16.  How  to  make  the  . ..  ..   .  .  .    _  __  ,.     ....    ,       „  , 

.    .   ..   „  Add  the  totals  of  all  the  activity  columns.  Enter  the  sum 

entry  m  item  7 

of  all  those  totals  in  item  7  at  the  foot  of  column  W. 
Do  you  see  where  item  7  is? 


Pause 


17.  Checking  item 
6  against  item 
7 


If  you  have  filled  out  the  F-4-30  correctly,  the  entry  in 
item  6  will  be  the  same  as  the  entry  in  item  7. 

If  item  6  does  not  agree  with  item  7,  you  must  find  the 
error  and  correct  it.  When  you  are  checking  your  work, 
use  the  following  procedures.  It  will  not  be  necessary 
togo  through  all  five  steps  if  you  find  the  error  earlier. 

1.  Check  to  see  that  the  entry  in  item  6  is  correct. 

2.  Check  to  see  that  you  have  correctly  added  the 
activity  column  totals  to  get  the  entry  for 
item  7. 

3.  Check  the  individual  activity  column  totals  to 
see  that  you  have  added  the  columns  correctly. 

A*     Check  columns  A  and  B  to  make  sure  that  the  start 
time  of  each  activity  is  the  same  as  the  finish  time 
of  the  previous  activity. 

5.  Check  each  activity  column  entry  to  see  that  it  is 
correct  with  respect  to  the  start  and  finish  times 
shown  on  the  same  line  in  columns  A  and  B. 
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Discussion  Material  Points  Covered  Discussion  Material 


18. 


Signing 
item  3 


19.  Checking 
item  9 


20.  Mailing  F-430 
to  the  Records 

Supervisor 


21.  Stage  I 
Activities 


If  you  find  an  error  in  columns  A  and  B,  be  sure  to  correct 
the  activity  column  entry  as  well.  When  you  correct  an 
activity  column  entry,  correct  the  total  for  that  column 
as  well  as  the  entry  in  item  7. 

When  the  entries  in  items  6  and  7  agree,  sign  your  name  in 
item  8,  in  the  upper  right  corner  of  the  F-430. 

Check  the  box  in  item  9  on  every  F-430  that  you  submit.   If 
you  are  working  in  Stage  I,  check  the  Stage  I  box;  if  in 
Stage  II,  check  the  Stage  II  box. 

After  you  have  made  sure  that  items  6  and  7  agree  and  have 
signed  item  8,  fold  it  in  half  and  insert  it  into  an  F-440 
envelope.  This  envelope  has  the  proper  address  on  it  and 

requires  no  postage.  Mail  the  envelope  on  the  same  day  that 
you  complete  the  F-430.  Do  not  mail  your  form  F-239,  Daily 
Report  of  Field  Review,  in  this  envelope.  Use  the  other 
envelopes  that  were  given  to  you. 


Use  this  section  only  when 
you  give  Stage  I  training. 


Section  5.0  of  your  instructions  discusses  each  of  the 
activities  in  columns  C  through  V  in  detail.   I  would  like 
to  have  you  read  that  section  to  yourselves. 


Allow  time  to  complete  the  reading  at  a  slow  pace 


Are  there  any  questions  about  this  section? 


Let's  go  through  a  Field  Reviewer's  activities  for  one  day, 
say  April  11.  You  will  make  the  entries  on  your  blank  form 
F-430. 


Read  the  following  information  slowly  to 
allow  the  trainees  time  to  make  the  entries 
on  their  F-430' s. 


Make  the  appropriate  entries  in  items  1  through  4. 

From  8:31  through  8:42  you  are  traveling  to  your  place 
of  enumeration. 

From  8:42  through  12:03  you  enumerate  the  EA  that  was 
originally  assigned  tc  you. 

From  12:03  to  1:03  you  had  lunch. 

From  1:03  to  3:11  you  continued  enumerating  the  EA. 

From  3:11  to  3:23  you  traveled  to  the  place  where  your  Crew 
Leader  was  co:Hucting  reviews, 

From  3:23  to  3:29  ycu  planned  your  review  activities  with  the 
Crew  Leader. 

From  3:29  through  4:22  ycu  ;oi)dccT.ed  a  final  review  of  a 
small  EA. 

From  4:22  through  ^:49  you  conducted  a  closeout  review  of  the 
same  EA, 

From  4:49  to  5:19  vc"  conducted  a  closeout  review  of  another  EA. 

From  5:19  through  5:31  you  completed  form  F-239  for  xhe  day's 
activities. 


Pause  for  questions 


22.  Stage  II 
Activities 


23.  Practice 
Exercise 


Are  there  any  questions  about  the  entire  procedure? 


Answer  questions 


Use  this  section  only  when 
you  give  Stage  II  training 


Section  6.0  of  your  instructions  discusses  each  of  the 
activities  in  columns  C  through  V  in  detail.  I  would  like 
to  have  you  read  that  section  to  yourselves. 


Allow  time  to  complete  the  reading  at  a  alow  pace 


Are  there  any  questions  about  this  section? 


Pause  to  answer  questions 


Are  there  any  questions  about  the  entire  procedure? 


Answer  questions 


Use  this  section  at  both  training  sessions. 
Alter  it  slightly  with  respect  to  item  9 
when  training  for  Stage  II. 


24.  Supplies,  etc. 


In  column  d  of  the  F-202  in  your  Listing  Book  you  recorded 
that  you  drove  9  miles  today. 

This  is  all  the  information  you  will  need.  Complete  the 
F-430.  Be  sure  that  it  is  correct. 


Allow  time  for  the  trainees  to  complete  the 
F-430.  When  they  all  have  done  so.  distribute  | 
Exhibit  13  to  them. 


Exhibit  13  that  I  have  just  handed  out  contains  the  proper 
entries  for  the  F-430.  Except  for  the  name  of  the  Field 
Reviewer,  the  District  Office,  and  the  Crew  Leader  District, 
your  entries  should  be  the  same  as  those  on  Exhibit  13.   If 
you  have  made  any  errors  be  sure  that  ycu  have  learned  the 
correct  way  to  make  the  entries. 


Use  this  section  at  both  training  sessions 


I  will  be  reviewing  yovr  forms  as  they  arrive  each  day  and 
will  call  you  If  I  find  anyxhing  wrong.   I  would  like  to 
have  you  call  me  if  you  have  any  question  about  completing 

the  F-43C.  My  name,  again,  is  __  .  My  office  telephone 

number  is  .  My  home  telephone  number  is       .  I 

want  to  distribute  a  supply  of  blank  forms  and  envelopes  io 
you  now.  Please  cume  by,  one  by  on?,  to  receive  your  supplies. 
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60-11-435 

(2/29/60) 


U.  S.  DEPARTMENT  OF  COMMERCE 
Bureau  of  the  Census 
Washington  25,  D.  C. 


SPECIAL  RECORDS  PROGRAM 


F-435    Memorandum  to  Crew  Leaders 


MEMORANDUM 


To: 


Subject: 


Crew  Leader, 

Crew  Leader  District 


Robert  B.  Voight 
Chief,  Field  Division 

Field  Reviewers  Participation  in  the  Special  Records  Progra 
during  Stage  II 


The  Census  Bureau  has  established  a  Special  Records  Program  to  collect 
detailed  information  about  various  aspects  of  the  Census  including  the 
role  of  the  Field  Reviewer.  This  information  will  be  used  to  improve 
future  Census  operations. 

The  Field  Reviewer  in  your  district  is  one  of  the  two  hundred  selected 
to  participate  in  the  Special  Records  Program  during  Stage  II.  He  will 
be  asked  to  keep  a  record  of  the  time  he  spends  on  each  of  his  activities 
and  submit  a  daily  report  each  day  he  works.  This  information  will  in 
no  way  be  used  as  a  check  of  his  performance  as  a  Field  Reviewer. 

Aside  from  this  daily  report  all  his  other  duties  will  remain  the  same. 
You  will  still  supervise  all  his  enumeration  and  field  review  activities. 
If  you  and  your  Field  Reviewer  are  being  trained  in  field  review  work 
together,  he  will  remain  an  extra  hour  after  his  regular  training  so 
he  can  be  instructed  on  how  to  complete  his  daily  time  reports. 

If  you  are  instructed  to  train  your  Field  Reviewer  in  Field  Review  work, 
the  Reviewer  will  go  to  the  District  Office  City  for  a  special  one-hour 
training  class  in  completing  his  time  report  forms.  You  will  be  notified 
when  such  a  class  will  be  held. 


METHODS  OF  DEALING  WITH  MISSING  REPORTS  FOR  CREW  LEADER 
AND  FIELD  REVIEWER  ACTIVITIES 


In  all  cases  in  which  two  or  more  reports  for  a  single  day  were  received 
from  a  Crew  Leader  or  Field  Reviewer,  one  report  was  arbitrarily  selected 
and  assigned  to  the  nearest  day  for  which  a  report  was  missing. 

The  general  procedure  for  missing  reports  was  to  substitute  another 
report.  Substitutions  were  not  made  for  missing  Sunday  reports. 

A.  Crew  Leader  Activities  Before  Enumeration 

The  Crew  Leaders  were  divided  into  two  groups  depending  on  the 
length  of  the  pre-enumeration  period:  March  10  through  March  31, 
and  March  15  through  March  31.  District  Offices  had  previously 
been  divided  into  three  strata:  those  using  only  enumeration 
form  PH-1,  those  using  only  enumeration  form  PH-2,  and  those 
using  both. 

To  substitute  for  missing  reports,  we  selected  a  Crew  Leader  at 
random  in  the  same  stratum  and  the  same  group  and  substituted 
his  report  for  that  day  for  the  missing  one. 

If  the  reports  for  a  Crew  Leader  showed  no  time  for  training 
enumerators  or  receiving  Crew  Leader  training,  such  training 
time  was  inserted  even  if  other  activities  were  reported  for 
the  days  on  which  the  training  should  have  taken  place. 

B.  Crew  Leader  Activities  during  Stage  I 

Reports  were  considered  to  be  missing  only  between  April  1  and 
the  beginning  of  Stage  II  work  in  the  District  Office.  Sub- 
stitutions were  made  from  a  randomly  selected  report  for  the 
same  day  for  a  Crew  Leader  within  the  same  stratum. 


C.  Crew  Leader  Activities  during  Stage  II 

Since  there  was  a  considerable  variation  in  the  length  of  Stage  II 
even  among  Crew  Leaders  in  the  same  office,  a  report  was  not 
deemed  missing  for  an  individual  Crew  Leader  unless  there  were 
prior  and  subsequent  reports,  and  the  day  was  a  week-day  (neither 
Saturday  nor  Sunday).  A  Crew  Leader  was  selected  at  random 
within  the  same  stratum  and  his  report  for  the  same  day  was 
substituted  for  the  missing  report. 

D.  Field  Reviewer  Activity  during  Stage  I 

If  a  Field  Reviewer  had  more  than  20  percent  of  his  reports  missing, 
he  was  dropped  from  the  tabulation  and  the  sample  weights  adjusted. 
A  report  was  not  considered  missing  unless  there  were  prior  and 
subsequent  reports  and  the  day  was  a  weekday. 

Missing  reports  were  replaced  by  substituting  at  random  a  report 
for  the  same  day  by  a  Field  Reviewer  in  the  same  office.  We 
avoided,  as  far  as  possible,  using  a  Field  Reviewer  more  than 
once  for  substitution  purposes. 

E.  Field  Reviewer  Activity  during  Stage  II 

The  same  criteria  for  determining  missing  reports  and  for  re- 
jecting all  the  reports  of  a  Field  Reviewer  were  the  same  in 
Stage  II  as  in  Stage  I. 

Substitution  for  missing  reports  from  a  Stage  II  Field  Reviewer 
was  made  from  a  report  by  the  same  Field  Reviewer  for  a  previous 
or  a  subsequent  day.  If  one  day  was  missing  the  previous  day's 
report  was  used;  if  two  consecutive  days  were  missing  the  previous 
day's  report  was  used  for  the  first  missing  day  and  the  subsequent 
day's  report  was  used  for  the  second  missing  day.  This  pattern 
was  continued  for  more  than  two  consecutive  days  if  such  gaps 
existed. 
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form  60-1 1-445 

(2-20-00) 

U.S.  DEPARTMENT  OF 
BUREAU   OF   -\ 

COMMERCE 
ME   CENSUS 

(Chock  one) 

1.   DATE 

5.   OBSERVATION   NUMBER 

SPECIAL 

RECORDS  PROGRAM 

ERVATION  OF  STAGE  1 

□  PH-1 

□  >H-2 

2.   OBSERVER 

6.   TIME 

STARTEO 

|  F-445  |  OBS 

3.   QC  CLERK 

OFFICE  QUALITY  CONTROL  OPERATION 
18TH  DECENNIAL  CENSUS  -  1960 

STOPPED 

4.    DISTRICT  OFFICE 

ELAPSED 

PER  EA 

PER  ED 

PER   EA 

GET  AND  AWAY 
ASSIGNMENT 

(a) 

CHECK   BOOKS 
FOR  DEFECTS 

b) 

EXAMINE 
LISTING  BOOK 

(c) 

POST  LINE 

IDENTIFICATION 

TO  FORM 

(d) 

EXAMINE 
SAMPLE  PAGE 

(e) 

COMPLETE 
SUMMARY 
SECTION 

(0 

PROCESS 
REJECTED  E.D. 

U) 

VERIFY   PAYROLL  COUNTS 

(h) 

TIME 

RATE 

NORMAL 

NO.  of 
BOOKS 

TIME 

RATE 

NORMAL 

NO.    OF 

LISTING 
BOOKS 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

NO.    OF 
PAGES 

NO.    OF 
ERRORS 

TA  L  LI  ED 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

TIME 

RATE 

»«. 

NO.   OF 

ERRORS 
FOUND 

NO.   OF 

FOSD1C 
SHEETS 
VERI- 
FIED 

T1ME 

RATE 

NORMAL 

(SEE   REVERSE  SIDE  FOR  ELEMENT  DESCRIPTION) 


USCOMM;DC    1 


ELEMENT  DESCRIPTION 


(a)  Get  and  Away  Assignment 

Arise  from  chair 

Pick  up  completed  work 

Carry  completed  work  to  and  show  or  give  to  supervisor 

Walk  to  storage  bin 

Return  books  to  bin 

Select  new  books  from  a  bin 

Carry  ED  books  to  and  place  on  desk 

Sit  down  at  desk 

(b)  Check  Book  for  Defects 
Position  book  on  desk 

Check  thru  books  for  corn  pages,  creased  pages,  and  marks 

in  margin 
Place  good  books  aside  in  one  stack  and  defective  books 

in.  another  stuck 

(c)  Examine  Listing  Book 
Position,  listing  book  on  desk 
Turn  pages  1-24  and 

Add  column  LI  totals 

Turn  to  page  27 

Read  entry  column,  6  for  HU's  enumerated 

Divide  total  of  column  6  on  page  27  by  sum  of  column  11, 

pages  1-24  and  determine  if  a  "fail  closeout" 
Note  "rail  closeout"  on  page  1  of  listing  book 

(d)  Post  Line  Identification  to  Form  F  -  267  or  F-268 
Transcribe  ED  Number  from  listing  book  to  column  (a) 
Post  last  name  to  column  (b). 

Place  listing  book  aside  on  desk 

(e)  Examine  Sample  Selected  F0SDIC  Sheet 
Position  ED  book 

Tum  page  to  sample  page 

Examine  entries  in  accordance  with  written  procedure 

Post  tally  in  appropriate  column  for  error 

Post  on  scratch  paper  housing  lines  and  population  lines 

per  examined  sheet 
Place  ED  books  aside 


(f)  Complete  Summary  Section 

Add  error  tallies  and  post  total  to  summary  section. 

Add  numbers  recorded  on  scratch  paper  and  pose  to  summary 

section 
Compare  total  errors  to  total  lines  and  determine  if  passed 

QC  check. 
Post  A  or  R  to  summary  section 

(g)  Process  Rejected  ED 
Position  listing  book 

Turn  pages  1-24  and  identify  unit  marked  x  in  coluain  11 

Examimt  in  accordance  with  QC  procedures 

Tally  errors  in  red  pencil  on  same  line  of  F-267  or  F-268. 

Subtract  number  of  red  tallies  from  original  number  of 

errors- 
Compare  new  error  total  to  total  lines  and  determine  if 

passed  QC  check 
Post  A  or  R  to  summary  section 
Place  Form  F-267  or  F-268  aside  on  desk 
(h)     Verify  Payroll  Counts 

Position  Form  F-287  and  F-203 

Inspect  one  page  out  of  every  twenry  in  accordance  with 

written  procedure  -  make  all  page  checks  if  error  fouad. 
Position  listing  book 
Check  addition  of  persons  every  third  page  of  listing  book; 

if  error  found  check  every  page. 
Check  additioo  on  page  27 
Post  population  and  housing  unit  counts  for  ED  on  ED 

label  of  book 
Check  lines  2  and  5  in  column  (h)  of  part  A  of  the 

Form  F-203 
Make  entries  to  Form  F-287 
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form  60-11-446 

(2-20-00) 

U.S.  DEPARTMENT  OF  COMMERCE 
BUREAU   OF   THE   CENSUS 

1.   DATE 

5.   OBSERVATION   NO. 

SPECIAL  RECORDS  PROGRAM 

2.    OBSERVER 

6.   TIME 

F-446 

OBSERVATION  OF  OFFICE  TRANSCRIPTION 

STARTED 

3.   QC  CLERK 

TEKin\.Aiiun  urcKAiiurto 
18TH  DECENNIAL  CENSUS  -  1960 

STOPPED 

4.   DISTRICT  OFFICE 

ELAPSED 

PER  EA 

PER   HOUSING  UNIT  OR  GQ  VERIFIED 

PER    EA 

GET  AND  AWAY 
ASSIGNMENT 

(a) 

RECORD  TO  F-278 

(1)  EA  NO.  IN  COL.  A 

(2)  NO.  HOUSING   UNITS 
IN  COL.   8 

(b) 

SELECT  SAMPLE 
(c) 

VERIFY  TRANSCRIPTION 
AND  POST   ERROR  TALLIES 

(d) 

POST  RESULT 
OF  VERIFICATION 

(e) 

POST  NAME 
OF  VERIFIER 

(0 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

(SEE  REVERSE  SIDE  FOR  ELEMENT  DESCRIPTION) 


USCOMM-DC    1396fl.Pc0 


ELEMENT  DESCRIPTION 


Column 

(a)  Get  and  Away  Assignment 

Assemble  completed  work 

Arise  from  chair 

Pick  up  completed  EA  work 

Carry  completed  work  to  show  to  supervisor 

Carry  completed  work  from  supervisor  to  bin 

Place  completed  work  in  appropriate  bin 

Select  new  books  and  form  F-278  to  and  place  on  desk 

Sit  down  at  desk 

(b)  Record  to  F-278 

Position  Form  F-278  on  desk 

Position  ED  book,  transcribe  EA  No.  ind  number  of  housing 
units  from  HO  book  label  to  Col.  (a)  and  Col.  (b)  of  F-278 

;c)    Select  Sample 

Consult  sample  table  on  F-278 

Turn  pages  of  Stage  I  and  Stage  II  forms  to  appropriate  hous- 
ing unit  for  sample 

(d)  Verify  Transcriptions 

Compare  entries  and  determine  transcription  correct  or  in 

error 
Post  a  tally  mark  in  Col.(c)if  error  found 

(e)  Post  Result  of  Verification 

Determine  if  results  acceptable  or  not.    Post  A  or  R  in  Col.(d) . 

(f)  Post  Name  of  Verifier 

Post  last  name  in  Col.  (e) . 
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form  60-11-447 

(2-28-8  0) 

U.S. 

DEPARTMENT  OF  COMMERCE 
BUREAU   OF   THE  CENSUS 

1.    DATE 

5.  OBSERVATION    NUMBER 

SPEC 

AL  RECORDS  PROGRAM 
BSERVATIONOF  STAGE  II 

2.  OBSERVER 

6.   TIME 

STARTED 

1 F -  447 1    0 

3-  QC  CLERK 

OFFICE  QUALITY  CONTROL  OPERATION 
18TH  DECENNIAL  CENSUS  -  1960 

STOPPED 

4.  DISTRICT  OFFICE 

ELAPSED 

PER  EA 

PER  ED 

PER  EA 

GET  AND  AWAY 
ASSIGNMENT 

(a) 

CHECK  BOOKS 

FOR  DEFECTS 

(b) 

POST  TO 

COLUMN  (a)  AND  (b) 

OF   FORM  F-280 

(c) 

EXAMINE 
SAMPLE  PAGE 

(d) 

COMPLETE 

SUMMARY 

SECTION 

(e) 

VERIFY 
PAYROLL  COUNTS 

(0 

TIME 

RATE 

NORMAL 

NO.    OF 
BOOKS 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

NO.   OF 
PAGES 

NO.    OF 
ERRORS 

TALUED 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

TIME 

RATE 

NORMAL 

- 

(SEE  REVERSE  SIDE    FOR  ELEMENT  DESCRIPTION) 


USCOMM-DC    13997-POO 


Col. 


(a) 


(M 


(c) 


(d) 


ELEMENT  DESCRIPTION 


Get  and  Away  Assignment 

Arise  from  chair 

Pick  up  completed  work 

Carry  completed  work  to  and  show  F-280  to  supervisory  clerk 

Walk  to  storage  bin 

Return  books  to  bin 

Select  new  books  from  a  bin 

Cart/  books  for  EA  to  and  place  on  desk 

Sit  down  at  desk 

Cheek  Books  for  Defects 

Position  book  on  desk 

Cneck  thru  books  for  torn  pages,  creased  pages,  and  marks 

in  margin 
Place  good  books  aside  in  one  stack  and  defective 

boons  in  another  stack 
Post  to  Columns  (a)  and  (b)  of  Form  F-280 
Position  Form  F-280  on  desk 
Post  ED  number  in  column  (a)  and  last  name  in  column  (b) 

of  Form  F-280 

Examine  Sample  Page 

Position  ED  book 

Count  sheets  in  book  to  one  specified  in  column  (c)  of 

Form  F-280;  select  housing  unit;  check  listing  book  page 

and  determine  whethet  to  review  unit 


-203 
ons  in  accordance  with 


Examine  entries  for  unit  in  accordance  with  written 

procedure 
Post  tally  in  appropriate  column  for  error 
Post  on  scratch  paper  number  of  housing  and  population 

sections  reviewed 
Place  ED  book  aside  in  si 

(e)  Verify  Poyrod  Counts 
Position  listing  book  and  Fori 
Turn  to  page  27  of  listing  boo 
Make  computations  and  verific 

written  procedure 
Make  corrections  in  accordance  with  written  procedure 

(f)  Complete  Summary  Section 

Add  error  tallies  and  post  total  to  summary  sections 

Add  cumbers  recorded  on  scratch  paper  and  post  to  summary 

section 
Divide  column  (m)  entry  by  column  (1)  entry.    Post  answer 

in  column  (n) 
Determine  from  answer  in  column  (n)  if  ED  passed  QC 
Post  A  or  R  in  column  (o) 
Place  Form  F-280  aside  on  desk 
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1960  CENSUSES  OF  POPULATION  AND  HOUSING 


Advance  Census  Report  used  in  large  cities    (inside,  left) 


SECTION   A— In  this  section  list: 

1.  Everyone  who  usually  lives  here,  whether  related  to 

you  or  not. 

2.  All  persons  staying  here  who  have  no  other  home. 


o 

Z 


5 

6 
7 
3 
9 


PLEASE  BE  SURE  TO  LIST— 

•  All  members  of  your  family  living  with  you,  ir 

•  All  other  relatives  living  here. 

•  Lodgers  and  boarders  living  here. 

•  Servants,  hired  hands,  others  not  related  to  yov 

•  Any  one  else  staying  here  but  who  has  no  otr 

ALSO  LIST— 

Persons  who  usually  live  here  but  who  are  away' 


NAMES  OF  PERSONS  LIVING  HERE  ON  APRIL  1,  19C0,  AND  THOSE  STAYING  HERE  WHO  HAVE  NO  OTHER  HOME 


Write  names 
In  this 
order 


Head  of  household  on  first  line 

Wife  of  head 

Unmarried  children,  oldest  first 

Martied  children  and  their  families 

Other  relatives 

Others  not  related1  to  head  of  household 

IF  THERE  ARE  MORE  THAN  10  NAMES  ON  YOUR  LIST,  USE  AN  ADDITIONAL  SHEET 

(P2) 


Last  name 


First  name 


Middle 
initial 


What  i>  the  rel< 
to  the  head 

(For  example 
grandson, 

lod 


HEAD 


10 


SECTION   B — NEXT:   Please  answer  the  questions  in  this  section  to  help  the  Census  Taker  count  your  household  correctly. 


1.   Doet  more  than  one  family  live  in  this  home? 


Yes 


i_J 


No  □ 


/ 


If  "Yes,"  do  they  live  and  eat  with  your  family? 

Yes  Q  No  D 

Be  sure  they  are  listed  in  Section  A,  above. 


i.   is  there  anyone  left  out  of  Section  A  because  you  were  not  sure  whethe 
for  example,  a  new  baby  still  in  the  hospital,  or  a  lodger  who  also  has  i 


Yes  □ 
If  "Yes,"  write  name(s)  here: 


No  □ 


SECTION   C — List  beiow  all  persons  who  were  staying  here  overnight  on  Thursday,  March  31,  1960,  except  those  you  have  alreac 


Name  of  visitor 

(If  there  are  more  than  2  names 
use  an  additional  sheet) 


(') 


What  is  the  relationship 

of  this  person  to  the  head 

of  the  household  where 

he  usually  lives? 


(2) 


Male 

or 
Female 

(M  or  F) 


(3) 


Is  this 
person — 
White 
Neg.ro 
(etc.)? 


(4) 


When  was  this 
person  bom? 


(5) 


Month 


Is  this  person — 
Married 
Widowed 
Divorced 
Separated 
Single  (never 
married)? 

(Leave  blank  for 

children  born  after 

March  31,  1946) 

(6) 
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^deluding  babies. 


who  are  living  here. 
jer  home. 


DO  NOT  LIST— 

•  College  students  who  are  away  cf  college  (or  who  are  here  only 

on  vacation). 

•  Persons  stationed  away  from  here  in  the  Armed  Forces. 

•  Persons  away  in  institutions,  such  as  a  sanitarium,  nursing  home, 

home  for  the  aged,  mental  hospital. 

They  will  be  counted  there. 


temporarily  on  business,  on  vacation,  or  in  a  general  hospital. 


'relationship  of  each  person 
'  of  this  household  ? 

,  wife,  son,  daughter, 
Mother-in-law,  lodger, 
dger's  wife) 


(P3) 


>F  HOUSEHOLD 


Male 

or 
Female 

(M  or  F) 


(P4) 


Is  this  person — 
White 
Negro 

American  Indian 
Japanese 
Chinese 
Filipino 
Hawaiian 
Part  Hawaiian 
Aleut 
Eskimo 
(etc.)? 

(P5) 


When  was  this 
person  bom  ? 


(P6) 


Month 


Is  this  person- 
Married 
Widowed 
Divorced 
Separated 
Single  (never  married)  ? 

(Leave  blank  for  children  born  after 
March  31,  1946) 


(P7) 


o 

Z 


9 
10 


-he  should  be  listed 
■s/onorhcr  home? 


3.  Is  there  anyone  listed  in  Section  A  who  is  away  from  home  now  ? 

Yes  Q  No  D 

If  "Yes,"  write  name(s)  here: 


\y  listed  in  Section  A.     Give  their  home  addresses  so  that  the  Census  Bureau  can  matte  sure  it  counts  these  people. 


Visitor's  home  address 


Home  house  number 
and  street 


(7) 


Home  city  or  town 

and 

postal  zone 


(8) 


Home 
State 


(9) 


If  visitor's  home  Is  In  a  rural  area — 

Box  No.,  Rural  Route  No.,  and 
full  description  of  location 


(10) 


Is  there  anyone 
ere  to  report 
this  person? 


0D 


a 


□ 


□ 


a 


PLEASE  ANSWER  QUESTIONS  IN  SECTIONS  D  AND  E  ON  BACK  PAGE  i 
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SECTION  D^— These -questions  are  about  the  place  where  you  and  the  people  you  listed  in  Section  A  live.     They  refer 
to  your  house  or  the  part  of  the  house  which  you  occupy,  or  to  the  apartment,  flat,  or  rooms. in  which  you  live. 


H5.  Do  you  have  a  kitchen  or  cooking  equipment:     (Check  one) 

For  use  of  the  people  in  your  household  only  (those  you  listed  in  Section  A)?...  I I 

Shared  with  another  household  or  no  cooking  equipment? I I 


H8.  How  many  rooms  are  in  your  house  or  apartment?     (Count  a  kitchen  as  a  room  but  do  not  count  bathrooms) 
Number  of  rooms 


H9.  Is  there  hot  and  cold  running  water  in  this  house  or  building?     (Check  one) 

Hot  and  cold  running  water  inside  the  house  or  building I I 

Only  cold  running  water  inside I I 

Running  water  on  property  but  not  inside  building I I 

No  running  water I I 


H1 0.  Is  there  a  flush  toilet  in  this  house  or  building?     (Check  one) 

Yes,  for  the  use  of  this  household  only I I 

Yes,  but  shared  with  another  household I I 

No  flush  toilet  for  the  use  of  this  household I I 


H1 1 .  Is  there  a  bathtub  or  shower  in  this  house  or  building?     (Check  one) 

Yes,  for  the  use  of  this  household  only — I I 

Yes,  but  shared  with  another  household I I 

No  bathtub  or  shower  for  the  use  of  this  household I | 


H1 2.  Is  the  house,  part  of  the  house,  or  apartment  in  which  you  live:     (Check  one) 

Owned  or  being  bought  by  you  or  someone  else  in  your  household? ....  I I 

Rented  for  cash? — I I 

Occupied  without  payment  of  cash  rent? I I 


->■  Answer  question  H15  and  fill-Section  E 
-*•  Answer  question  H16  and  fill  Section  E 
-*•    Skip  to  Section  E 


HOME  OWNERS  AND  BUYERS  PLEASE  ANSWER  THIS  QUESTION 


RENTERS  PLEASE  ANSWER  THIS  QUESTION 


H15.  About  how  much  do  you  think  this  property  would  sell  for  on 
today's  market?     (Check  one) 


H16.   If  you  pay  your  rent  by  the  month — 


Under  $5,000 □ 

$5,000  to  $7,400 □ 

$7,500  to  $9,900 □ 

$10,000  to  $12,400...  □ 
$12,500  to  $14,900....  □ 


$15,000  to  $17,400 □ 

$17,5.00  to  $19,900 □ 

$20,000  to  $24,900 □ 

$25,000  to  $34,000 □ 

$35,000  or  morer.... Q 


OR 


What  is  your  monthly  rent?     S 00 

(Nearest  dollar) 


If  you  pay  your  rent  by  the  week  or  some  other  period  of  time- 
What  is  your  rent  and  what  period  does  it  cover? 


$ 00  per 

(Nearest  dollar) 


(Week,  year,  etc.) 


SECTION  E— PLEASE  FILL  SECTION  E 


1.  Does  anyone  else  live  in  this  building  or  anywhere  else  on  this 
property? 


Yes  □         No  D 


2.  As  far  as  you  know,  arc  there  any  vacant  apartments  or  vacant 
rooms  for  rent  in  this  building  or  elsewhere  on  this  property? 


Yes  □         No  D 


3.   Name  of  person  who  filled  this  form 


4.    Your  address  (Home  number,  street,  city.  State) 


5.  Your  telephone  No. 


SECTION  F-FOR  CENSUS  TAKER'S  USE  ONLY 


1.  ED.  No. 


2.  Page  No. 


3.  Housing  data  on  ACR 

a.   D   Recorded  as  1  HU. 


b.   I I   Revised. 


Fill  Inside  Page  for  Population  Census 
HOLD  THIS  REPORT  FOR  THE  CENSUS  TAKER— DO  NOT  MAIL 


FORM  60PH-6 


■fr    GPO:  ISM— 0-5I7691 


Budget  Bureau  No.  41-5952. 
Approval  aspires  December  31,  I960. 
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100-percent  FOSDIC  schedule  used  in  large  cities    (left) 


CONFIDENTIAL— The  Census  it  required  by  the  United  Stores  Constitution  and  further  authorized 
by  1 3  U.S.C.  5,  9,  141,  221-4.  Tho  law  require*  that  the  inquiries  be  answered  completely  and 
accurately,  and  guarantees  that  the  information  furnished  will  be  accorded  confidential  treat- 
ment.    The  Census  report  cannot  be  used  for  purposes  of  taxation,  investigation, or  regulation. 


U.S.  OEMBTHEH!  I 

1960  CENSUS  OF 


rum-Copy 

sample  key 

and  address 

from  listing 

sheet  to 

PI.  HI. 

andH2. 


SECOND- Determine  if  more  than  I  HU. 

I/4C&  |  Km  AOL  a,k: 

Review  I  De*i  mor*  than  1  family  llva  In 
Sec.B.l  J  this  horn*?     If  "Ye«"-Do  rhay 
i  llva  and  •at  with  tha  family,  or 


THIRD—  List  names  in  P2;  mark  relationship  in  P3.    Before  listing  "other 
relatives"  or  "nonrelattves,"  find  out  if  they  have  separate  quarters. 


Sampl*  k«y 
Household  htads 
Pwmhw  Nittd  out 
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„      Bureau  No.  41-5950 
Approval  expires  12-31-60 
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Household  Questionnaire  used  for  sample  in  large  cities 

(housing  section,  left) 


PLEASE  NOTE:     These  housing  quos'ons    begin  with  numbc   HI  9   because  the   Census  Taker  has  already  obtained  the   answers  to 

nS-e  eorlier  questions. 

The  term     house     or     apartment "  covers   your  house  or  part  of  the  house  you  occupy,  or  the  apartment, 
flat,    or  rooms  in   which  you  live.     Most    of  these  questions   refer  to  your  own.  house    or  apartment  but  not* 
that  questions  H20.  H33,  ond  H34  ore  about  the  whole  building  in  which  you  live. 

Ml 9.  How  mcny  bedrooms  are  in  your  house  or  apartment? 

Count  rooms  whose  main  use  is  as  bedrooms  even  if  they  ore 
occasionally  used  for  other  purposes. 
If  you  live  in  a  one-room  apartment  without  a  separate 
bedroom,   check    "No  bedroom. 

No  bedroom                      | | 

1  bedroom                         I 1 

2  bedrooms                        | | 

3  bedrooms                        | | 

4  bedrooms  or  more         | | 

H23.  Do  you  have  a  clothes  woshing  machine? 

Do  not  count  machines  shared  with  any  other  household  in 
this  building. 

Machine  with  wringer  or  separate  spinner LJ 

Automatic  or  semi-automatic  machine 1 1 

Washer-dryer   combination  (single  unit) LJ 

No  washing  machine                     I — 1 

H24.  Do  you  have  an  electric  or  gas  clothes  dryer? 

Do  not  count  dryers  shored  with  any  other  household  in  this 
building. 

Electrically  heated  dryer           ! | 

Gos  heated  dryer 1 1 

N"  rtry«>r                                                     1      ,1 

H20.  About  when  was  this  house  originally  built? 
In  1959  or  1  960   .     .  .  I_J 
1955  to  1958                LJ 
1950  to  1954 .            .  LJ 
1940  to  1949  . .       .  .  D 

1930to1939 Q 

1929  or  earlier   ....     [ | 

H25.  Do  you  have  any  television  sets? 

Count  only  sets  in  working  order.       Count  floor,  table,  and 
portable  television  sets  as  well  as  combinations. 

1  set _ . .  LJ 

2  sets  or  more  . .     .  .  1 1 

No  television  sets. .  .  l_J 

H2A.  Do  you  have  any  radios? 

Count  only  sets  in  working  order.      Count  floor,  table,  and 
portable  radios  as  well  as  radio  combinations.         Do  not 
count  automobile  radios. 

1  radio 1— J 

2  radios  or  more L_J 

No  radios • I 1 

H21.  How  is  your  house  or  apartment  heated? 

Check  ONLY  the  kind  of  hear  you  use  the  most. 

Heated  by: 

Steam  or  hot  water .  .     _     .  1 1 

Worm  air  furnace  with  individual  room  registers.  .  |_J 

Floor,  wall,  or  pipeless  furnace I I 

Built-in  electric  units LJ 

Room  heater(s)  connected  to  chimney  or  flue    . . |_J 

Room  heater(s)  not  connected  to  chimney  or  flue  . .  1 1 

Other  method  —  Write  in: 

H27.  Do  you  have  any  air  conditioning? 

Count  only  equipment  which  cools  the  air  by  refrigeration. 

Room  unit —  1  only  .       . 1 I 

Room  units  —  2  or  more LJ 

Central  air  conditioning  system I I 

N"  O'f  rnnrtitinninrj                                         1,     f 

Not  heated 1 1 

H28.  Do  you  have  a  home  food  freezer  which  is  separate  from  your 
refrigerator? 

Yes  ..._□ 

No . _ . cn 

H22.  Here  is  a  list  of  fuels.     In  the  first  column,  check  which  one  Is 
used  most  for  heating.     In  the  second  column,  check  the  one 
used  most  for  cooking.     In  the  third  column,  check  the  fuel 
used  most  for  heating  water. 

(Check  one  in  each  column) 

ABC 

House            Cooking             Water 
List  of  fuels                       heating                fuel               heating 
fuel                                            fuel 

Coal  or  coke. D O D 

Wood____. □ □ □ 

Utility  gas  from  underground 

pipes   serving   the    neighbor- 1 — ,                  ■ — ■                   | — ■ 

hood U LJ !_l 

Bottled,  tank,  or  LP  gas 1 1 1 1 -1 1 

Electricity : LJ 1 1 1 1 

Fuel  oil,  kerosene,  etc 1 1 .1 1 1 1 

Other  fuel .  .  [j LJ . .  [j 

No  fuel  used_ D...     .  .-HI LJ 

H30.  How  many  bathrooms  are  in  your  house  or  apartment? 

A  complete  bathroom  has  both  flush  toilet  and  bathing 
facilities  (bathtub  or  shower). 

A  partial  bathroom  has  a  flush  toilet  or  bathing  facilities, 
but  not  both. 

No  bathroom,  or  only  a  partial  bathroom .  ..*| | 

1  complete  bathroom,  plus  partial  bathroom(s) 1 — 1 

2  or  more  complete  bathrooms 1 — 1 

H33.  Is  this  house  built: 

with  a  basement? .  .           1 — 1 
on  a  concrete  slab?  . .      LJ 
in  another  way? . .    ...    1 1 

H34.  Does  this  building  have: 

3  stories  or  less?  .  .     . . .  | | 

4  stories  or  more  — 

with  elevator?      1 1 

walk-up? LJ 
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Household  Questionnaire  used  for  sample  in  large  cities 

(housing  section,  right) 


H3S.  Is  there  a  telephone  on  which  people  who  live  here  con  be  called'' 
Yes  D- 

No        ..      D 


-  What  is  the 
telephone  number? 


H36.  How  many  passenger  automobiles  are  owned  or  regularly  used  by 
people  who  live  here? 


Count  company  cars  kept  at  home. 

No  automobile  I I 

1  automobile  . 

2  automobiles 

3  automobiles  or  more 


□ 

□ 


H37.  If  you  live  in  a  trailer,  is  it: 

mobile  (on  wheels,  or  can  easily  be  

put  on  wheels)?  I I 

on  a  permanent  foundation?  I I 


ANSWER  QUESTIONS  H43  TO  H46  IF  YOU  PAY  RENT 
FOR  YOUR  HOUSE,  APARTMENT,  OR  FLAT 

H43  and  H44.  In  addition  to  rent,  do  you  also  pay  for: 

Electricity?       (Check  one  box) 

v      I      I  j^Whot  it  the  overoge  monthly 

Tel  I — "cost  for  electricity?  $  .00 

□  {See  instructions  below) 

Gas?        (Check  one  box) 

~l   -  Whot  is  the  overoge  monthly 
YeJ  U       cost  tor  aas?  $ .00 

□  (See  instructions  below) 

Water?       (Check  one  box) 

„  "1   ,.  What  is  the  overage  monthly 

Yes  I— l'**co<t  for  water?  $ 00 

□  (See  instructions  below) 


H4S  and  H46.     In  addition  to  rent,  do  you  also  pay  for  oil,  coal, 
kerosene,  or  wood? 

Yes  I [^►About  how  much  do  you  pay 

for  such  fuel  per  year?  $ 00 

(See  instructions  below) 


NoD 


HOW  TO  FIGURE  COST  OF  UTILITIES  AND  FUEL 

Enter  the  cost  to  the  nearest  dollar 
Utilities 

If  you  don't  know  exactly  how  much  you  have  spent  and  if 
you  don't  have  records,  put  down  the  approximate  costs. 

Fuel* 

If  you  don't  know  how  much  fuels  cost  per  year,  one  of  the. 
following  methods  may  help  you  figure  the  approximate  costs: 


Fuel  used  Method 

Coal  Multiply  number  of  tons  used  per 

year  by  the  cost  per  ton. 

OH  Multiply  number  of  gallons  used 

or  per  year  by  the  cost  per  gallon; 

kerosene      OR  multiply  number  of  deliveries 
by  average  cost  per  delivery. 

Wood  Multiply  number  of  cords  (or 
loads)  used  per  year  by  cost  per 
cord  (or  load) 


NOTE:   If  you 

buy  fuel  in  small 
quantities  {such 
as  kerosene  by 
the  can  or  coal 
by  the  bag),  it 
may  be  easier  to 
figure  about  how 
much  you  spend 
for  fuel  per  week 
and  multiply  by 
the  number  of 
weeks  during 
which  it  is  used. 


Spa>-  *r>i 


.'s  about  the  nous'ncj  entries. 


AFTER  YOU  FINISH  THE  HOUSING  QUESTIONS- 

•      FILL  THE  FOLLOWING  PAGES  FOR  PERSONS  WHOSE  NAMES 
HAVE  BEEN  WRITTEN  IN  BY  THE  CENSUS  TAKER 


MAKE  SURE  THAT  EACH  '  EXTRA  PERSON 
LEFT  BY  THE  CENSUS  TAKER  IS  FILLED 


QUESTIONNAIRE 


INCLUDE  THE  COMPLETED      EXTRA  PERSON      QUESTION 
NAIRES  IN  THE  FAMILY'S  ENVELOPE  WHEN  THIS  FORM  IS 
MAILED  TO  THE  CENSUS  OFFICE        Sheets  filled  by  house 
hold  members  not  related  to  the  head   may  first  be  enclosed 
in  the  special  smaller  envelopes  left  for  these  persons 
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Household  Questionnaire  used  for  sample  in  large  cities 

(population  section,  left) 
(The  population  questions  were  repeated  on  succeeding  pages  of  this  form,  for  two 

more  persons) 


■ | UIUJIHIHIIIIMIIMIIWWWTWWWWWW* 

*  QUESTIONS  FOR 


P2.  Nome  of 
this  person 


(Enter  kill  nam*  first) 


.....................................i 


niltlimilllln 


P3.  What  is  the  relationship  of  this  person  to  the  head  of  this  house- 
hold? 

Head LJ 

Wife  of  heod LJ 

Son  or  daughter  of  head ....  L_J 


Other — Write  in: 

(For  example:  Son-in-law,  mother,  uncle,  cousin,  etc.) 


P8.  Where  was  this  person  bom? 

(If  born  in  hospital,  give  residence  of  mother,  not  location  of 
hospital) 

If  born  in  the  United  Stotes,  write  name  of  State. 
If  born  outside  the  United  States,  write  name  of  country,  U.S. 
possession,  etc.     Use  international  boundaries  as  now  recog- 
nized by  the  U.S.      Distinguish  Northern  Ireland  from  Ireland 
(Eire). 

(State,  foreign  country,  U.S.  possession,  ate.) 


P9.       If  Ibis  person  was  born  outside  the  U.S.  — 

What  language  was  spoken  in  his  home  before  he  came  to  the 
United  States? 


P10.  What  country  was  his  father  born  in? 

United 


Stotes 


□ 


OR 


(Nome  of  foreign  country;  or  Puerto  Rico,  Guam,  etc. 


PI  I.  What  country  was  his  mother  bom  in? 

United 


States 


□ 


OR 


(Nam*  of  foreign  country;  or  Puerto  Rico,  Guam,  etc.] 


PH.  What  is  the  highest  grade  (or  year)  of  regular  school  this  person 
has  ever  attended?  (Check  one  box) 

If  now  attending  a  regular  school  or  college,  check  the  grade 
(or  year)  he  is  in.  If  it  is  in  junior  high  school,  check  the 
box  that  stands  for  that  grade  (or  year). 

Never  ottended  school .  -LJ 

Kindergarten LJ 

Elementary  ',1,345678 

school  (cTad.) DDDDDDDD 

12      3      4 

High  school  (Year) □  □  Q  □ 

1*2      3      4      5      6  or  more 

College  (Year)   DDDDDD 


PIS.  Did  he  finish  the  highest  grade  (or  year)  he  attended? 
Finished                    Did  not                           Never 
this            i— I           finish                 j — .         attended      <— ■ 
grade I I  this  grade I I         school I I 


PI  6.   Has  he  attended  regular  school  or  college  at  any  time  since 
February  1,  I960? 

If  he  has  attended  only  nursery  school,  business  or  trade 
school,  or  adult  education  classes,  check  "No". 


Yes. 


.□ 
f 


No. 


.□ 


P17.  Is  it  a  public  school  or  a  private  school? 


Public  school 

Private  or 
parochial  school . 


.□ 

D 


PI  2.  When  did  this  person  move  into  this  house  (or  apartment)? 

(Check  dare  of  lost  move) 


In  1959  or  1960 

In  1958 

In  1957 


April  1955 
to  Dec.   1956. 


D 
.□ 

.a 

.D 


Jan.  1954 

to  March  1955.. 

1950  to  1953.. 

1940  to  1949... 

1939  or  earlier.. 

Always  lived  here 


D 
□ 
□ 
□ 
□ 


PI8.  If  this  person  has  ever  been  married  — 

Has  this  person  been  married  more  than  once? 
More  than 
Once  once 


?. 


.?. 


P19.  When  did  he 
get  married? 


When  did  he  get  married 
for  the  first  time? 


PI  3.  Did  he  live  in  this  house  on  April  1,  1955? 
(Answer  1,  2,  or  3) 


1.  Born  April  1955  or  later. 


OR 


2.  Yes,  this  house. 


.□ 


Month 


Year 


Month 


Year . 


OK 


3.   No,  different  house LI 

Where  did  he  live  on  April  1, 19SS? 
a.  City  or  toy/n 


P20.    If  this  is  a  woman  who  has  ever  been  married  — 

Hew  many  babies  has  she  ever  had,  not  counting  stillbirths? 
Do  not  count  her  stepchildren  or  adopted  children. 


OR      None. 


-□ 


[Number) 


b.    If  city  or  rown^Did 
the 


id  he  live  inside    J 
te  city  limits? ---< 


Ye,...D 


No. 


□ 


c.   County 

AND 

State,  foreign 
country,  U.S. 
possession,  etc. 


P21.  When  was  this  person  bom? 

Born  before 
April  1946 

□ 


Please  go  on  with  questions  P22  to 
P3S.  Answer  the  questions  regardless 
of  whether  the  person  is  a  housewife, 
student,  or  retired  person,  or  a  part- 
time  or  full-time  worker. 


Born  April  1946 
or  later 


D 


Please  omit  ques- 
tions P2  2  to  P35 
and  turn  the  page 
to  the  next  person. 


Space  for  any  notes  about  the  entries  for  this  person 
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Household  Questionnaire  used  for  sample  in  large  cities 

(population  section,   right) 
(The  population  questions  were  repeated  on  succeeding  pages  of  this  form,  for  two 

more  persons) 


W.T.'WWfTff 


•arrrirrr  1 1 1 1 1 1 1 1 1 1  rvw 


THIS 


PERSON ____— ^__— ^_— . . 

P22.  Did  this  person  work  at  any  time  last  week? 

Include  port-time  work  such  as  a  Saturday  job,  delivering 'papers, 
or  helping  without  pay  in  a  family  business  or  farm.  Do  not 
count  own  housework. 

Yes D  No O 

P23.  How  many  hours  did  he  work  lost  week  (at  all  jobs)? 

(If  exact  figure  not  known,  give  best  estimate) 

1   to   14   hours  .       .LJ  40  hours . -LJ 

1  5  to  29  hours .  .  . .  LJ  41  to  48  hours I I 

30  to  34  hours _ .  .  .  LJ  49  to  59  hours LJ 

35  to  39  hours     I I  60  hours  or  more  ... 

P24.  Was  this  person  looking  for  work,  or  on  layoff  from  a  job? 

Yes D  No D 

P25.  Does  he  have  a  job  or  business  from  which  he  was  temporarily 
absent  all  last  week  because  of  illness,  vacation,  or  other  reasons? 

Yes □  No □ 

P26.  When  did  he  last  work  at  all,  even  for  a  few  days? 

(Check  one  box) 

Working  now ..  [J  1949  or  earlier ...  LJ 

In  1960 LJ 

In  1 959 LJ  Never  worked I_J 

1955  to  1958..  LJ 
1950  to  1954..  D 

P27.  Occupation  (Answer  1,  2,  or  3} 

1.  This  person  last  worked  in  1  949  or  earlier V     f* 

This  person  has  never  worked ) 

°"  r—| 

2.  On  active  duty  in  the  Armed  Forces  now LJ 

OR  ,-, 

3.  Worked  in   1950  or  later   _    I     I    Answer  o  to  e,  below. 

Describe  this  person's  job  or  business  last  week, 
if  any,  and  write  in  name  of  employer.  If  this 
person  hod  no  job  or  business  last  week,  give 
information  for   last  job   or  business  since  1950. 

a.  For  whom  did  he  work? 


(Name  of  company,  business,  organization,  or  other  employer) 

b.  What  kind  of  business  or  industry  was  this? 
Describe  activity  at  location  where  employed. 


(For  example:  County  junior  high  school,  auto  assembly  plant,  TV 
ond  radio  service,  retail  supermarket,  road  construction,  farm) 


c.  Is  this  primarily: 

Manufacturing 


(Check  one  box) 

a 

Wholesale  trade -  -  LJ 

Retail  trade LI 

Other  (services,  agriculture,                     p— . 
government,  construction,  etc.) I I 


a.  What  kind  of  work  was  he  doing? 


(For  example:  8th  grade  English  teacher,  point  sprayer,  repairs 
TV  sets,  grocery  checker,  civil  engineer,  farmer,  farm  hand) 

Was  this  person:  (Check  one  box) 

Employee  of  private  company,  business,  or  indi- 
vidual, for  wages,  salary,  or  commissions      .... 

Government  employee  (Federal,  State, 

county,  or  local) . 

Self-employed  in  own  business, 

professional  practice,  or  farm 

Working  without  pay  in  a  family 

business  or  farm  


□ 

□ 

Q 

.□ 


if  this  person   worked  lost  week,  answer  questions  P28  and  P29. 

t 

P28.  What  city  and  county  did  he  work  in  last  week? 

If  he  worked  in  more  than  one  city  or  county,  give  place 
where   he  worked  most  last  week. 

a.  City  or  town 

b.  If  city  or  town  — Did  he  work  inside  f  Yes      I     I 

the  city  limits? <  r— , 

\  No..  U 

.c.    County Stote       ... 

* 

P29.  How  did  he  get  to  work  last  week? 

(Check  one  box  for  principal  means  used  last  week) 

Railroad LJ         Taxicab LJ        Wolk  only LJ 

Subway  or      r— i         Privote  auto      j— .        Worked  at  i— -1 

elevated LJ         or  cor  pool . .  I I        home .  LJ 

Bus  or              r— -I  Other  means — Write  in: 

streetcar 1 I 

P30.  last  year  (1959),  did  this  person  work  at  all,  even  for  a  few  days? 

Yes-.(Z]  No.-D 

P31.  How  mony  weeks  did  he  work  in  1959,  either  full-time  or 
part-time?  Count  paid  vacation,  paid  sick  leave,  and  mili- 
tary service  as  weeks  worked. 
(If  enact  figure  not  known,  give  best  estimate) 

1  3  weeks  or  less .  LJ  40  to  47  weeks . .  .  I     I 

14  to  26  weeks.     Q  48  to  49  weeks.  _  _LJ 

27  to  39  weeks . .  LJ  50  to  52  weeks . .  .  M 

P32.  How  much  did  this  person  earn  in  1959  in  wages,  salary,  com- 
missions, or  tips  from  all  jobs? 

Before  deductions  for  taxes,  bonds,  dues,  or  other  items. 
(Enter  amount  or  check  "None."      If  exact  figure  not  known, 
give  best  estimate.) 

$ 00       OR        None._D 

(Dollars  only) 

PJ3.  How  much  did  he  earn  in  1959  in  profits  or  fees  from  working  in 
his  own  business,  professional  practice,  partnership,  or  farm? 

Net  income  after  business  expenses.  (Enter  amount  or  check 
"None."  If  exact  figure  not  known,  give  best  estimate.  If 
business  or  farm  lost  money,  write  "Loss"  after  amount.) 

I  .00       OR         None..LJ 

(Dollars  only) 

P34.  Last  year  (1959),  did  this  person  receive  any  income  from: 

Social  security 

Pensions 

Veteran's  payments 

Rent  (minus  expenses) 

Interest  or  dividends 

Unemployment  insurance 

Welfare  payments 

Any  other  source  not  already  entered 

Yes.-D  No..Q 

'What  is  the  amount  he  received  from  these  sources 

in  1959?     (It  exact  figure  not  known,  gi»e  best  estimate; 

j  .00 

(Dollars  only) 

P35.  If  this  is  a  man — 

Has  he  ever  served  in  the  Army,  Navy,  or  other  Armed  Forces  of 
the  United  States? 

Yes  ...  Lj  No  ...  O  (Check  one  box 

on  each  line) 

2,  ..j  y«     n° 

Woe  It  during:  

Korean  War  (June  1950  to  Jan.  1955).    -         I — I  I — I 

World  Wor  II  (Sept.   1940  to  July  1947) I I  I — I 

World  War  I  (April  1917  to  Nov.  1918) I I  I I 

Any  other  time,  including  present  service.  .  .     LJ  LJ 
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Household  Questionnaire  used  for  sample  in  large  cities    (back) 


PLEASE  ANSWER  THESE  TWO  QUESTIONS 

Nome  of  person(s) 
who  filled  this  form: 

If  it  is  necessary  for  the  Census  Taker  to  get  in  touch  \ 
the  best  ttme  usually  is: 

(Check  one  bo*  J 

8  to   1  2  a.m                           Q 
12  to  6  p. m                            Q 
6  to  9  p.m                              U 

vith  you, 

Date  filled-      

PLEASE  BE  SURE  THAT— 

•  the  housing  questions  have  been  tilled. 

•  the  population  pages  have  been  filled  for  all  persons  whose  names  have  been 

written  in  by  the  Census  Taker. 

•  earh    extra  person"  questionnaire  has  been  filled. 

Include  the    "extra  person"  questionnaire's  in  the  family's  envelope  when  you  mail 
this  form  hack  to  the  Census  Office. 


TO  BE  FILLED  BY  CENSUS  TAKER 

ED. 
No. 

Page  No. 
from  PH-2 

H29. 

Number  of  units  in  structure 

1 ,  detached         Q 

1 ,  attached          □ 

2      ...         D 

3-4               ..     □ 

5-9               ...□     • 

10-19  ...'...  D 

If  5  or  more  — 

Fill  items  H20, 

*     H21,  H22A,  and 

H22C  in  Questionnaire 

20-49 D 

50  or  more        1 1 

FORM  60PH-8 


V 


\ 


0.sT  Bureau  of  the 
Census. 


77T,.15nUeT^taterce»- 


Census 

A 
810 

UN3a 
1960 


CAUL-  NO. 


DATE 
LOANED 


NAME 


DlV. 


DATE 
DUE 


